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  Job Description

DEPARTMENT:		Finance 

POST:			Deputyship and Safeguarding Assistant

GRADE OF POST:		GR06

RESPONSIBLE TO:	Deputyship and Safeguarding Officer	


JOB PURPOSE:
To support a range of duties related to vulnerable adults in the management of their finances and property, where the service users are mentally incapable of managing their own affairs. Monitor financial systems and procedures within the Council’s adult social care and children’s establishments. 


PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:
· Contribute to the development and review of the Directorate’s financial procedures including those involving safeguarding of vulnerable people’s money.
· Undertake safeguarding visits to residential, day care and other service delivery points to provide advice and guidance to staff and managers on financial procedures. Produce safeguarding financial compliance reports identifying areas of concern, devising management action plans and monitoring progress of these plans. Respond to irregularities e.g. theft, petty cash discrepancy.
· Responsible for administering the Safeguarding Team’s petty cash float, which includes issuing cash to service users or their representatives, the reconciliation of the petty cash float, and the reimbursement to the Council from service user’s individual accounts.
· Monitor financial systems and procedures including contributing to audit response and implementation. Support the financial function around the statutory protection of property procedures.
· Provide financial administration support to managers both in respect of day-to-day activities and project work. Contribute to the induction and training of staff in financial procedures.
· Support the deputyship casework, including paying service user’s bills, and monitoring service user’s personal expenditure.
· Maintain a current knowledge and awareness of legislation, policy, procedure and practice in the deputyship/safeguarding field of work.
· Ensure that all members of the public are dealt with in a professional manner with courtesy, efficiency and understanding, promoting the concept of customer care within the Service and the Council.
· Liaise with other officers of the authority and members of the public in the performance of the section’s work.
· Support the development of existing and new computer systems to ensure that the maximum is achieved through the technology.



GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy.

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.
Criminal Records Check
This post requires criminal records check through the Disclosure & Barring Service (DBS).



Person Specification 
Deputyship And Safeguarding Assistant
The following attributes represent the range of skills, abilities, and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (Yes)
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training
	· Educated to QCF (NVQ) Level 3 or equivalent in a related subject field or an ability to demonstrate competence through experience.

	Yes
	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Experience of working within a deputyship/safeguarding/financial assessments environment or similar.
	Yes
	Interview, application form and selection process.

	
	· Knowledge of Welfare Benefits.
	
	

	
	· Experience of working as part of a team in an office environment.
	Yes
	

	
	· Experience of using information and administrative systems including software packages e.g., Word and Excel.
	Yes
	

	
	· Experience of dealing with members of the public.

	Yes
	

	Skills & Personal Qualities
	· Ability to form constructive working relationships with colleagues.
	Yes
	Interview, application form, and selection process.

	
	· Ability to communicate clearly and effectively both orally and in writing.
	Yes
	

	
	· Ability to demonstrate good organisational skills.
	Yes
	

	
	· Ability to work on own initiative and use judgement.
	Yes
	

	
	· Able to work under pressure and to deadlines.
	Yes
	

	
	· Self-motivated.

	Yes
	

	
	· Good IT skills.

	Yes
	

	
	· Committed to quality customer service.

	Yes
	

	
	· Ability to work flexibly and proactively.
	Yes
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