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Job Description

DEPARTMENT:		Business Support

POST:	Payments Assistant

GRADE OF POST:		GR03

RESPONSIBLE TO:	Business Support Team Leader - Payments
[bookmark: _Hlk168324752]
JOB PURPOSE:	
To ensure the effective and timely payment to suppliers and to provide assistance to other finance officers in providing statutory and professional financial services to services within the Council.

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Input of Bridgebuy orders for goods and services.
· Processing of COA invoices and credit notes.
· Raising of Sundry Debtor invoices.
· Dealing with written and verbal queries from suppliers relating to payments.
· Investigate statements and unpaid invoices received from suppliers.
· [bookmark: _Hlk179811388]Take phone payments on PAY360.
· Supporting as necessary to other areas of the Business Support Department commensurate with the Grade of the post.


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.

Person Specification
Payments Assistant – Transactional

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).
	[bookmark: _Hlk168324596]Attributes
	Requirements
	Essential
	Method of Evaluation/Testing

	Qualifications, Education & Training
	· QCF (NVQ) Level 2 or equivalent in related field or ability to demonstrate through experience.
	Yes 
	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Knowledge of financial systems, and experience in the use of Microsoft Word and Excel.
	Yes 
	Interview, application form and selection process.

	
	· Experience of working in an office environment.
	Yes 
	

	
	· Good knowledge of administrative processes and systems.
	Yes 
	

	[bookmark: _Hlk179811439]Skills & Personal Qualities
	· Excellent ICT skills.

	Yes 
	Interview, application form, and selection process.

	
	· Ability to work to tight deadlines and achieve targets.
	Yes 
	

	
	· Adaptable to change.
	
	

	
	· Excellent Team Player.
	Yes 
	

	
	· Highly numerate and accurate with an eye for detail.
	Yes 
	

	
	· Ability to communicate clearly and effectively with excellent customer care skills.
	Yes 
	

	
	· Ability to handle confidential data and information sensitively.
	Yes 
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