EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Payment Support Coordinator
Department: Adult Social Care and Health
Grade: Single Status 6
Responsible to: Senior Payment Support Coordinator
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 Payment Support Coordinator provides administrative support to the wider team, process financial hardship assessments, maintain records and databases, producing reports as required and works directly with people to address debt; negotiating and monitoring payment plans and signposting people for ongoing help and advice.
Key tasks:
1. Deal with inbound and outbound communication relating to work completed by the department, including telephone conversations with customers, email and letter.
2. Provide advice and guidance to the general public and external colleagues on services provided by the department.
3. Process work received by the department ensuring completeness of information, in accordance with legislation and Council policy.
4. Maintain accurate records of all interactions regarding adults in the appropriate systems.
5. Provide administration support as necessary including minute taking and generating reports as required.
6. Ensure the confidentiality of information held electronically or on paper is in accordance with departmental policy, the requirements for the Data Protection laws and Caldicott principles and other relevant legislation
7. Provide support to new members of staff. 
8. Participate in team meetings, supervision and training as required.
9. Contact adults who are experiencing difficulties paying their care contribution.  Discussing financial hardship or other difficulties paying, identifying reasons for non-payment and what ongoing support is required to enable the person to manage payments.
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:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· 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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PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Communication skills with the ability to produce detailed written reports on technical matters for a varied audience.
2. Ability to record proficiently whilst gathering information via the telephone.
3. Ability to make decisions as required within the remit of the role and refers complex cases requiring decisions.
4. Adaptable and flexible.
5. Practical problem solving skills.
6. Able to work under own initiative with a high degree of accuracy, managing own workload, prioritising as required while managing conflicting demands to meet tight deadlines.
7. Ability to review working processes and promote improvements to customer experience.
8. Knowledge of Microsoft Office, in particular Outlook, Excel & Word, has used database packages and experience of using excel spreadsheets.
9. Experience of working as part of a team.
10. Experience of dealing with customers with a variety of needs and vulnerabilities. 
11. Experience of inbound and outbound telephone handling
Desirable key skills, abilities, knowledge, experience, values and behaviours
12. Knowledge of current and proposed charging for care policy.
13. Knowledge of Welfare Benefits.
14. Knowledge of The Mental Capacity Act 2005.
15. Experience of using computerised systems.
16. Working knowledge of Data protection.
17. Experience of liaising with other professionals/organisations.
Document version control:
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Job Evaluation Reference: 10256
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
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	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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