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	Job details

	Job title
	Debt & Deferred Payment Assistant

	Job Reference
	24885

	Grade and Salary
	3 - £26,016 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, Landmark Business Park, Ipswich, Suffolk, IP1 5PB – Hybrid 

	Hours per week
	Post 1: 37
Post 2: 25.2

	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



The Debt Recovery and 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 & Payments Assistant, you will provide essential administrative and coordination support, ensuring that casework progresses efficiently and effectively. You will maintain accurate records, prepare documentation and track key actions.

	[bookmark: _Hlk34906451]About the team 


The Debt Recovery and 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:
· Manning the team’s phone lines as the first point of contact, responding to queries, gathering initial information, and directing calls to the appropriate officer.
· Managing incoming demand by checking information is complete, identifying urgent or high‑risk cases and maintaining referral/contact logs
· Updating systems, uploading documents, and maintaining accurate, audit‑ready records to ensure smooth case progression.
· Tracking key actions, deadlines, and follow‑up dates across all cases, ensuring timely progression and flagging issues to the responsible officer.
· Monitoring repayment plans and identifying missed payments or required reviews, ensuring officers are alerted promptly.
· Maintaining Deferred Payment Agreement (DPA) schedules, prompting officers when valuations, reviews, statements, or end‑of‑agreement actions are due, and ensuring all related documentation is accurate and complete.
· Drafting and issuing letters, emails, reminders, and other correspondence on behalf of the team, ensuring clarity, accuracy, and compliance with templates and policy.

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 2 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. Positive telephone manner, able to handle incoming calls, provide clear information, gather relevant details, and direct queries appropriately
9. Strong organisational and case‑tracking skills
10. Ability to maintain accurate logs, monitor deadlines, and ensure timely follow‑up across multiple cases.
11. Ability to communicate confidently with social work, finance, legal, and external agencies to coordinate information, schedule meetings, and support joint working.
12. Strong problem‑solving skills, able to identify administrative bottlenecks, flag risks or delays, and support improvements to team processes.
13. Ability to work independently and as part of a team, managing competing priorities while supporting officers and team leads with day‑to‑day operational needs.

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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