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	LONDON BOROUGH OF MERTON

COMMUNITY & HOUSING DEPARTMENT

JOB DESCRIPTION




	POST TITLE: Financial Assessments Officer
Grade: ME10
DIVISION/SECTION: Community and Housing 
Location: Merton Civic Centre
Responsible to: Direct Payments and Financial Assessments Manager 
Responsible for: (include deputising role, numbers of staff, whether dispersed)

Post number:                                                Date: April 2022



1. MAIN PURPOSE 

To provide a comprehensive finance assessment and administration within all aspects of Adult Social Care. 
To use knowledge acquired, without supervision, in line with the current charging policy and Department of Health guidance, using your own initiative to make day to day complex financial decisions.

To work as part of the Financial Assessment Team generating income for Adult Social Care services.  This will be done through the assessment of customers in a systematic, effective and sensitive manner and applying rules and regulations governed by national and local charging policy (Care Act 2014) to ensure customer records are accurate at all times.  

Provide welfare benefits advice and assist customers to complete claim forms and deal with queries from the Department of Work and Pensions subject to the customer authority to do so.  

To take individual and collective professional responsibility for championing the council's diversity agenda, proactively implementing initiatives that secure equality of access and outcomes.  Commit to continual development of personal understanding of diversity.

2. MAIN DUTIES AND RESPONSIBILITIES

Financial Dimensions: Responsible for ensuring London Borough of Merton (LBM) adhere to their legal responsibilities in relation to charging clients for their financial contribution towards the cost of their social care packages arranged / provided by LBM.  Financial assessments include the calculation of contributions towards residential/nursing & respite and non-residential care packages.  To practice and implement National and Local charging policies on a day to day basis to enable full implementation, maximising income and always providing an excellent service to all customers.  
To support the team in all its focuses to ensure we meet team and personal objectives that ensure maximisation of income and debt prevention for the LBM.  

Responsible for making decisions around how to interpret local government finance, alert internal stakeholders to take the correct action and assist in developing strategies so that financial regulations and procedures are effectively and legally adhered to.  To meet expectations with regards to the level of productivity and income generation.  To play a key role in ensuring the financial uplift process at the end of each financial year, assisting the manager to ensure it is fully and accurately implemented within the specified time frames.
Maintain a full understanding of the welfare benefits system and associated legislation.  Keep up to date with all changes and attend suitable training courses and seminars to stay completely informed of the latest welfare benefit legislation. 
Key Areas for Decision Making:
 Will use discretion in prioritising own workload.  Will take appropriate action when investigating and responding to enquiries.  Will make decisions in relation to each financial assessment carried out through the application of Care Act 2014 regulations, complying with audit and legal requirements. 

Carry out required investigations in accordance with policy guidance and make appropriate decisions in the absence of the team manager.

Ensure financial information submitted and used for financial assessment purposes is fully declared as outlined within policy and regulations. All financial information must be evidenced as defined within policy, scanned and recorded for audit and verification purposes.

Making decisions on the day-to-day management of a complex caseload and complex financial calculations both financial assessment related and forecasting and sustainability (deferred payment) cases. Liaising with Legal Services when dealing with property cases or legal/financial disputes 
Making financial decisions on the appropriateness of the customers assessed charge.

Making decisions around how to interpret local government finance, alert and support internal stakeholders to take the correct action when trouble shooting complex cases involving client contributions etc.   To assist in the developing of strategies so that financial regulations and procedures are effectively and legally adhered to.  

Evaluation and making recommendations for improvements to the team’s services.

Other Considerations: To be accurate and consistent in high use of IT equipment, running reports as necessary.  Interviewing customers and or their representatives in exceptional circumstances in their own homes or with the Civic Centre to give advice, checking all benefit entitlements to ensure access to entitlements to services and welfare benefits are achieved.

To have a full driving licence and be independently mobile to travel to all parts of the Borough. To make effective and efficient use of time when the need to visit clients arises.

Key Accountabilities and Result Areas:

The end to end business process and customer journey 

This will involve:

The post holder is responsible for the timely and accurate production of financial assessments and the communication of assessed contributions to all parties involved, ensuring the end to end business process is complete.  This includes ensuring client contributions are in place for invoices to be generated giving maximisation of income for LBM and allowing the accurate payment to care providers.  Financial assessments include those related to residential/nursing & respite and non-residential placement agreements.  It is a legal requirement to apply correct charging rules, as defined within the Care Act 2014, to each customer assessment.  Rules applied depend on the type of financial assessment and the customer’s circumstances.  It is essential to ensure that vulnerable customers and their representatives have sufficient information, understanding and communication to help ease what may already be a stressful time of their lives.  The financial assessment officer will be expected to communicate with any parties necessary to ensure that all information needed is obtained and correct.  If issues arise, the financial assessment officer will be expected to make recommendations for remedy to the team manager.  Should there be any safeguarding concerns, the financial assessment officer will be expected to raise, provide information and represent the financial assessment section in all meetings in compliance with safeguarding policy and practise to ensure best interests are met.

The financial assessments and calculation of the customer contribution
This will involve:

The financial assessment officer is responsible for ensuring that customers are made aware of a correct contribution as quickly as possible and within the time lined expectations of the department.  The financial assessment officer is responsible for working closely with the customer and/or their financial representatives to obtain all necessary financial information and a signed and completed financial assessment form.  Once all relevant information is obtained, it is essential that the financial information is interpreted and input correctly.  Decisions will be led by the type of financial assessment being carried out.  Speedy and accurate communication of the financially assessed contribution to all parties necessary is essential.  The financial assessment officer needs to ensure that once calculated and fully communicated, that the client contribution is set up appropriately for accurate processing.  Failure in completing all tasks can result in client distress, loss of income for the council and providers not being paid.  It is a key finance role within the department.  
Dealing with sensitive personal information, it is imperative that integrity is maintained at all times. 
Excellent communication, both written and verbal is essential.

Contribute to the effective and efficient operation of the Service, by supporting the team where necessary.

The scope of the post requires the post holder to use own initiative in prioritising their workload in-order to meet deadlines.

Deferred Payments 
This will involve:

In compliance with the Care Act 2014, you will apply legislation around deferred payments to all appropriate customers.  You will ensure that appropriate, financially sustainable financial solutions are offered to all customers meeting the eligibility criteria, in the form of a deferred payment.  You will have the knowledge and understanding necessary to enable you to confidently guide and assess customers who wish to enter into a contractual arrangement with LBM that effectively allows for deferring costs of social care packages in exchange for fees including interest and security on customer properties.

Through the offer and implantation of this contract, it is imperative that you comply with legislative requirements and adhere to all policy and practise requirements set out with in the Care Act, the Department of Health and LBM.  The Financial Assessment Officer is responsible for ensuring that contractual terms are sustainable, that the customer is fully informed and knowledgeable and that security on property is fully completed with legal compliance.  It is essential that key financial trigger points are understood and monitored to enable LBM to be acting in both the customer and the authorities’ best interests, being policy compliant at all times.

Maintain up to date knowledge of all departmental and statutory charging policies ensuring departmental compliance with the Councils financial regulations and charging policy. 
This will involve;

To keep up to date with current legislation, case law, policies and procedures relating to welfare rights and charging policies.  Read relevant publications and access relevant websites. Where appropriate, attending various meetings as necessary to promote joint working and tackle social policy. Making appropriate referrals as customer needs require and ensuring the necessary actions, whether it is an internal or external stakeholder have been followed through. Undertake training and personal development in order to develop skills and increase knowledge and understanding on topics that impact both our customers and the business, as agreed with the line manager.

Confidentiality 
Treating all information acquired through employment, both formally and informally, in confidence.  There are strict rules and protocols defining employee access to and use of the council’s databases.  Any breach of these rules and protocols will be subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.

Equalities and Diversity
To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.
Health and Safety 

Being responsible for own Health & Safety, as well as that of colleagues, customers and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment and report defects and hazards to management.  

Contribute as an effective and collaborative team member

This will involve:

· Participating in training to demonstrate competence.

· Undertaking training as required for the role.

· Participating in the development, implementation and monitoring of service plans.

· Championing the professional integrity of the service.
· To work as required in ways that develop good working relations and collaborative arrangements with internal and external stakeholders.
· To contribute as required to performance review and improvement measures on an ongoing basis, helping to ensure that a customer focus is embedded within the function and innovative and creative solutions are evaluated to securing the highest quality and value for money function.
Special conditions:
1. A financial assessment officer may be expected to attend appropriate meetings and represent the team and working responsibilities as requested by your manager for input and developmental purposes.  These may include the attendance at the quarterly National Association of Financial Assessment Officers, as required.  A financial assessment officer is expected to guide, train and assists in the development of less experienced finance officers and oversee their work, as well as carry out finance inductions to staff joining the department in other functions.  

2. Undertake such other duties as maybe required by, or on behalf of the Director, provided they fall within the range and scope of the duties of the post as set out in the preceding paragraphs and are commensurate with the grade of the post. 

	LONDON BOROUGH OF MERTON
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PERSON SPECIFICATION




	POST TITLE: Financial Assessments Officer 

Grade: ME10

Date: April 2022 




1. Knowledge

1. Extensive knowledge of the Care Act 2014 and London Borough of Merton’s (LBM) Charging Policy is essential with clear understanding of responsibilities this has on the role and LBM. 
2. Extensive knowledge of the responsibilities and operational activities of the Adult Social Service, end to end is essential. 
3. An understanding of our customer needs and expectations and a commitment to the continuous improvement of service delivery. 
4. An understanding the need for Safeguarding vulnerable adults and the referral process.

5. Knowledge of welfare benefits and understanding of local authority finance in social care setting is essential. 

2. Skills

You will have the ability to;
1. Work on your own initiative and have a proactive quality to get the job done. 
2. To have the ability to work individually and as part of a team, aiming to meet individual, team and corporate objectives.
3. Good communication and interpersonal skills with the ability to communicate clearly both verbally and in writing, with an understanding that customer service is paramount, particularly in relation to financial knowledge and interpretation etc.
4. Ability to adapt communication tactics for example an appropriate approach to sensitive cases is essential.
5. Accurately interpret, practise and provide feedback on council and national charging policy.

6. Demonstrate attention to detail through thorough investigation and recording of facts.  
7. Be responsible for case reconciliation and resolution ensuring the end to end business process is completed thoroughly.
8. Organise high volumes of workloads and manage conflicting priorities within strict deadlines.
9. Demonstrate that you are proactive and willing to work additional hours to meet deadlines or peaks in workload.
10. Adapt readily to change and work effectively in a variety of situations, either with groups or individuals.
11. Be IT literate 

3. Experience/Training

1. Experience of working with social care charging policies for both residential and non-residential clients and the processing, calculation and application of policy is essential. 

2. Previous effective experience with vulnerable client group and effective and persuasive communications with associated agencies.
3. The ability to undertake visits and interview challenging and vulnerable customers in their own home.  

