EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job title: Payment Support Adviser
Department: Adult Social Care and Health
Grade: Single Status Grade 9
Responsible to: Team Leader
Purpose of the Role:
The Payment Support Team support people to pay their assessed contribution towards the cost of their care, recover revenue and assist people with debt resolution. We work closely with customers to ensure they receive appropriate support to maximise their income; review financial assessments to ensure contributions are affordable and assess the affordability of payment plans to address debt.
The role of Payment Support Adviser is responsible for carrying out detailed assessments and reviews, helping to ensure that care charges are fair and manageable. You will support revenue recovery and debt resolution, working sensitively with individuals to reach practical and realistic outcomes.
The role involves working alongside people who receive Adult Social Care services, this will include visiting people in their own home or care setting within East Sussex and the surrounding area.
You will work closely with Adult Social Care & Health colleagues to achieve best outcomes for people, providing detailed advice and guidance to people, partner organisations and others on the debt recovery policy, the Care Act and the Mental Capacity Act. 
Key tasks:
1. Oversee the intake and completion of referrals received in relation to non-payment of assessed contributions and other ASC charges. Negotiating payment plans for non-payment cases.
2. Support the training and induction for new members of staff.
3. Undertake Mental Capacity Act Assessments, relating to managing financial affairs, in line with the principles of the Mental Capacity Act 2005.
4. Provide detailed advice and guidance to people, partner organisations and others on revenue process, debt recovery and the Care Act.
5. Meet with people or their representatives as necessary to obtain information, provide advice and guidance, maximise the person’s and carer’s income by identifying additional benefits that can be claimed.
6. Work collaboratively, liaise with and share information with internal colleagues and partner agencies to ensure the effective management of cases throughout the Council. 
7. Ensure the maximisation of the departments income by the timeliness of implementing assessed contributions. Monitor and measure the performance of the team to ensure compliance with best practice, targets, quality standards and current legislation.
8. Report any identified safeguarding concerns to the appropriate departments in accordance with policies and procedures and being part of investigation team. Work with partnership with other agencies involved as necessary. Take a lead role in assisting with safeguarding cases which are referred to the team for supporting information.
9. Manage a programme of regular review to ensure best practise, procedures and process are meeting customer and department expectation. Making recommendation for change to managers.
10. Provide cover for senior staff as and when appropriate and work with a degree of flexibility to perform tasks not specifically referred to above, but which are appropriate to the grade of this post.

Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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Essential key skills, abilities, knowledge, experience, values and behaviours
1. Ability to converse at ease with customer and provide advice in accurate spoken English. 
2. Coaching skills including ability to effectively motivate, influence and lead others.
3. Ability to interpret policies for practical application and analyse information.
4. Ability to plan and organise a varied workload for self and others, working to short deadlines. Adapt to changing demands and work practices, managing constant and conflicting demands to meet tight deadlines.
5. Ability to monitor quality and effectiveness of the service.
6. Ability to establish and maintain own reference sources on information.
7. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
8. Ability to work collaboratively as a member of a team and be able to develop professional relationships across teams and services to achieve shared aims. 
9. Knowledge of debt recovery processes, money advice services, budgeting and financial and account procedures.
10. Ability to use technology as part of the role including (managers can select from the list provided as appropriate: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, devices: laptops, corporate iPhones and surface hubs).
11. Ability to provide effective customer service which will include providing clear and succinct advice, responding appropriately to customers’ needs. 
12. Change orientated and self-motivated approach to work, with problem solving skills.
13. Seeks to continuously develop and promote professional/technical standards required by the job undertaking training relevant to the role, including National Standards where appropriate.
14. Evidence how the travelling requirements of the role will be met.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	Yes

	Moving and handling operations
	No

	Occupational Driving
	Yes

	Lone Working
	Yes

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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