[image: A blue text on a black background

Description automatically generated][image: A blue and black background

Description automatically generated][image: A black and white logo

Description automatically generated]Job and Person Profile (JPP)


	Job details

	Job title
	Business and Finance Officer

	Job Reference
	24613

	Grade and Salary
	4 - £28,598 per annum (pro rata for part time)
This role includes performance related pay progression

	Service and Team
	Adult Social Care, Business and Finance

	Location
	Endeavour House, Russell Road, Ipswich, Suffolk, IP1 2BX – Hybrid 

	Hours per week
	37

	Status
	Permanent 

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)




	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job


· You will be supporting the Area Business Manager and the rest of the team on the delivery of financial and business functions.
· To ensure, financial and business functions are delivered in localities.
· To supervise locality-based staff performing financial and business functions and offering advice and specialist knowledge across several sites in Suffolk
· To be a champion for change, always looking for efficient and effective ways to deliver the business.
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Adult Social Care have 4 Localities across Suffolk. In this role you will be part of a Mental Health & Learning Disabilities Team or in the Ipswich and East Team both based in Endeavour House, in Ipswich.   

As part of this team, you will work towards the Suffolk County Council’s Vision and Adult Social Cares priorities to promote better outcomes for residents of Suffolk 

The team that you will be part of, will be responsible for supporting some of the most vulnerable adults in Suffolk offering services such as social services, occupational therapy professionals, helping people to maintain independence to stay at home, mental health and learning disability services, commissioning and contracting functions.

	What you will be expected to deliver in the role


· To assist in producing monthly reports for the Area Business Mangers highlighting risk and issues on budget and performance progress.
· To liaise with Care Providers to ensure that all payments for care are checked and accurately paid in accordance with agreed processes, policies and timescales.
· Act as first point of contact and resolve financial and business performance process queries.
· Financial and Business duties including the process of payments, budget changes, forecasting and integrity of accurate financial records (SCC currently use Oracle).
· Ensure Business Support Staff are aware of and comply with Suffolk County Council’s procedures for financial and business performance process.
· To be a change champion for the delivery of processes within the Social Care electronic case management database system.
· To work with the Insight and Intelligence team to understand local performance data.
· Reconciliation of budgets for locality as appropriate.
· Identify financial and business inaccuracies and ensure they are reported to the Area Business Manager and resolved satisfactorily.
· To line manage support staff working localities setting work priorities, resolving problems, recruitment and performance development reviews.
· To be compliant with current policy for financial documentation.
· Identify and assist in the implementation of changes to improve working practices, introducing new processes and monitoring their effectiveness within their own team.
· To ensure Case Files are managed in accordance with corporate guidelines and national retention periods (Digital and Paper).

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team


Qualifications and professional memberships
1. ILM 3/5 – Business Management or equivalent knowledge and experience.
2. Financial process experience or equivalent knowledge and experience.
3. Line Management experience or equivalent knowledge and experience. (Desirable)

Values and personal qualities
4. A passion for improving the lives of people who access our services.
5. Ability to remain calm in stressful situations.
6. Ability to engage people in working together to deliver against agreed outcomes.
7. Ability to harness the strengths and talents of team members in order to support them to realise their full potential and achieve locality goals.
8. Resilient under pressure and ability to remain positive when challenged.
9. Commitment to the safeguarding and wellbeing of service users.
10. The role will demonstrate the 21st Century Manager values and the Council’s WE ASPIRE values.
11. A Team Player who is self-sufficient and proactive with the ability to motivate self and others.
12. The ability to research and problem solve.
13. The ability to work on own initiative and able to make decisions with minimal reference to line manager.

Specialist knowledge skills and experience
14. Proven experience of working with Financial regulations, processes and systems
15. Experience of working with business processes and the ability to train, share learning with others.
16. Experience of being part of or leading change management for better outcomes.
17. Experience of working on specific financial procedures relating to care purchasing and other budgets, budget setting, monitoring and forecasting.
18. Experience of processing payments to Care Providers including the reconciliation of these to a Case Management System, resolving of queries and ensuring that agreed deadlines are met.
19. Ability to plan and prioritise work over short medium and long term for self and teams managed.  
20. To respond to more complex and non-routine queries within the team maintaining good relationships with internal and external customers.
21. Ability to contribute to projects providing specialist input to ensure objectives are met
22. Evidence of good people management skills, (Desirable leading teams, interviewing, PDR’s, giving feedback etc.,).
23. Demonstrate an understanding of confidentiality and data protection requirements in the workplace.
24. The ability to manage staff through periods of change and uncertainty.
25. Excellent Verbal and written communications.
26. Excellent Microsoft package experience.
27. Excellent IT skills - excel, HR System, oracle and P2P.
28. Good commercial approach to business, savings and finances.
29. Influencing and negotiating skills.

Additional requirements 
30. UK driving licence is required.
31. Frequent travel across the county to attend meetings is required.
32. You may be required to work at different offices within the Locality and occasionally in other parts of the county.

If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.

	Travel requirements


On occasions, there may be a requirement for you to travel using reasonable and suitable means available to you. 

	Our values – WE ASPIRE
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At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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