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	Job details

	Job title
	Debt Recovery and Deferred Payment Officer

	Job Reference
	24702

	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, Financial Inclusion and Advice Service (FIAS) 

	Location
	Beacon House, Ipswich, Suffolk, IP1 5PB - Hybrid

	Hours per week
	37

	Status
	Fixed Term or Secondment for up to 9 months to cover maternity leave 

	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


The Debt Recovery & Deferred Payments Team is a multi-disciplinary team; responsible for managing and recovering care charges in line with the Care Act 2014 and Suffolk County Council policy. As a Billing and Payments Officer, you will act as a subject matter expert, working with a high degree of autonomy to manage complex cases where care charges have accrued over time, or remain unpaid following earlier recovery activity by Corporate Finance.

You will apply specialist knowledge to interpret charging policy, resolve complex queries, and identify appropriate recovery strategies. You will take ownership of cases from initial referral through to resolution, exercising sound judgement, creativity, and problem‑solving to progress work efficiently and achieve fair and accurate outcomes.

	[bookmark: _Hlk34906451]About the team 


The Debt Recovery & Deferred Payments Team is the council’s final operational stage in the Adult Social Care charging and debt-recovery process, managing cases where care charges have accrued over time, or remain unpaid following earlier recovery activity by Corporate Finance. You will work collaboratively across charging, social work and finance teams; taking a balanced approach that combines firm, accountable action with sensitive support to adults and their families to ensure fair, accurate, and appropriate outcomes. 

	What you will be expected to deliver in the role



Day to day tasks may include:
· Carrying out detailed investigations into reasons for non‑payment, collating evidence, scrutinising financial assessments, identifying discrepancies, and ensuring all charges are accurate and lawful.
· Carrying out home visits independently, using professional judgement and expert knowledge to assess complex circumstances, verify information, identify risks, and advise on or implement suitable strategies and processes that strengthen engagement and result in successful outcomes.
· Assuming full responsibility for the end‑to‑end management of Deferred Payment Agreements (DPAs), including set‑up, ongoing review, monitoring, and closure, ensuring all actions, documentation, and valuations are accurate, timely, and audit‑ready.
· Working in close partnership with social work, safeguarding, and financial assessment teams to identify vulnerabilities, capacity issues, safeguarding concerns, or significant changes in circumstances that may influence recovery approaches and decision‑making.
· Working closely with the council’s litigation team by preparing and submitting complex cases for legal action, maintaining oversight of ongoing proceedings, tracking progress during lengthy legal processes, and communicating updates to relevant internal stakeholders
· Maintaining high‑quality, accurate case records, ensuring systems are updated promptly, repayment plans are monitored proactively, and all follow‑up actions are completed within required timescales.
· Providing clear, informed advice to adults and families regarding charging rules, the debt‑recovery process, responsibilities, and available support options, ensuring communication is accessible, accurate, and sensitive to individual circumstances.
· Actively contributing to team meetings, complex case discussions, and service‑improvement activity, sharing learning, identifying emerging issues, and supporting continuous improvement in practice.
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. Qualified to level 3 or equivalent knowledge and experience.

Values and personal qualities
2. Demonstrates a passion for making a positive difference for Suffolk.
3. [bookmark: _Hlk68683140]Shares our WE ASPIRE Values and strives to lead by example in relation to these.
4. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
5. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
6. Brings creativity into their work through innovation and openness to change.
7. Collaborates well with others and offers assistance and support to colleagues.

Specialist knowledge skills and experience

8. Expert understanding of debt recovery options and best practice, including when to use supportive engagement, repayment plans, escalation routes, and legal pathways.
9. Abreast of changes to legislation, charging policy, and legal parameters, and to understand how these interact with Care Act 2014 duties and local authority responsibilities, ensuring all casework reflects current requirements and best practice.
10. Ability to negotiate; able to balance empathy with firmness when discussing sensitive charging and debt issues.
11. Ability to investigate and analyse case histories, financial assessments, and evidence to understand the root cause of non‑payment.
12. Confident, robust and timely decision‑making when assessing recovery options, determining next steps, and escalating cases appropriately.
13. Strong partnership working, collaborating effectively with social work, finance, and litigation teams.
14. Confident communication, including difficult conversations with adults, families, and representatives in person, by phone, and in writing.
15. Ability to accurately manage a large and varied caseload, maintaining high quality accurate records.
16. Resilience and emotional intelligence to handle challenging situations while maintaining professionalism.


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


You will need to travel, so you must either hold a full, current driving licence and have access to personal transport or meet the mobility requirements of the role through other reasonable and suitable means.

	Our values – WE ASPIRE



[image: Suffolk County Council's WE ASPIRE Staff Values logo]

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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