
JOB DESCRIPTION



Job title:
Finance & Business Support Assistant
Location:
Guildhall, Northampton

Allowances:


Directorate:  
Customer and Cultural Services
Division: 


Section: 
Call Care
Team: 
Call Care

Responsible to:
Call Care Manager
Directly responsible for: 
N/A

Indirectly responsible for: 
N/A

Total budgetary responsibility:
N/A



JOB PURPOSE

· To manage and maintain the private and corporate accounts systems for Call Care, monitoring all financial areas and provide accurate budgetary information and quality administrative support for management
· To provide a quality service to all new and existing customers by processing new Telecare applications and installations and providing a timely response to customer enquiries and concerns.
· To be responsible for the management and maintenance of all Call Care Telecare stock including both the physical stock control and also having full responsibility for the management of the stock database, including keeping up to date and accurate electronic stock records
· To actively promote the Call Care service by delivering the benefits of the service to a wide range of individuals, Community groups and organisations 
· To undertake a variety of administrative duties to support the leadership team and Call Care colleagues.
· To offer Administration support for the Telecare Team and support with installs where required.



KEY RESULT AREAS



1. To use ERP gold and Microsoft Office package (including Excel) to maintain the financial database for Call Care, to accurately reflect all income & expenditure. To create and maintain all client’s accounts & calculate charges for corporate customers.
2. To raise all purchase and sales orders for Call Care, enter goods receipts information and verify invoices for payment in a timely manner
3.  To be responsible for all new lifeline and Telecare application processing, scheduling and booking appointments for installations, inputting highly sensitive data on to the PNC/Control room system and the cloud-based provider systems. 
4. To support the Telecare team by carrying out urgent installations of Lifelines when necessary.
5. To program equipment for the Northampton Partnership Homes (NPH) Rehousing and Support team and train and support their Welfare and Support Officers in the use of Telecare equipment including online technical support and troubleshooting.
6. To provide a comprehensive advice and information service to a wide range of new and existing customers of call Care.
7. To maintain the Call Care PNC/data system for the collection and documentation of personal data from customers and undertake the electronic storage and movement of data as necessary ensuring that this complies with current data protection procedures regarding privacy and confidentiality.
8.  To be responsible for the equipment database and stock management, including the undertaking of annual year end stock control reports and financial statements.
9.  To produce statistics and performance information on a regular basis for Management to comply with Corporate and TSA requirements and targets.
10. To commission and analyse the annual survey of Call Care customers for inclusion in the Call Care Annual Report. To assist with the production of the Annual Call Care Report to retain TSA accreditation.
12.  To prepare the overtime payroll sheets for Control Operators calculating hours worked and ensuring the delivery of the information to Payroll by a deadline date
13. To carry out any other duties which fall within the broad spirit, scope, levels and purpose of this job description including undertaking any other duties commensurate with the position as designated by the line manager
14.  To comply with the Data Protection Act, GDPR and the Council’s Equality and Diversity Policy

PEOPLE AND RESOURCES



The jobholder is responsible for the following people and resources:

· Responsible to relevant team Leader and part of the Call Care team.

· Responsible for the care and control of the Telecare equipment. 
· Physical Resources – responsibility for internal customers’ and external customers’ welfare (vulnerable, frail, elderly and disabled customers.
· Database information, stationery supplies and stock, database security (confidentiality requirements).





PERSON SPECIFICATION
	
	Essential/Desirable?
	Methods of Assessment

	KNOWLEDGE
	E
	D
	Application

Form
	References
	Interview
	Other

	Microsoft Office package including intermediate Excel
	E
	
	Y
	
	Y
	

	Experience of working with financial accounts
	E
	
	Y
	Y
	Y
	

	Knowledge of Data Protection Act, GDPR and its implications
	
	D
	Y
	
	Y
	

	Knowledge of Telecare Equipment and Installations.
	
	D
	Y
	
	
	

	Experience of working with Vulnerable or Elderly Customers.
	
	D
	Y
	
	
	

	GCSE or equivalent in Maths and English 
	E
	
	Y
	
	Y
	

	SKILLS
	E
	D
	Application Form
	References
	Interview
	Other

	Ability to work alone and unsupervised
	E
	
	Y
	
	Y
	

	Excellent verbal and written communication skills
	E
	
	Y
	
	Y
	

	
	
	
	
	
	
	

	Full Driving Licence and use of a car for occasional business use
	
	D
	Y
	
	
	Y

	
	E
	
	Y
	
	
	Y

	ATTRIBUTES 
	E
	D
	Application

Form
	References
	Interview
	Other

	Experience of front-line customer service provision
	E
	
	Y
	
	Y
	

	General experience in an office based clerical environment of filing, records keeping etc.
	E
	
	Y
	
	Y
	

	Experience of taking initiative to support customer/service needs
	E
	D
	Y
	
	Y
	

	Demonstrates an understanding of diversity issues and how this relates to our customer group. Commitment to putting equality and diversity into practice.
	E
	
	Y
	
	
	

	
	
	
	
	
	
	

	Ability to work pro-actively in a team and on your own to promote our service and to expand our customer base.
	E
	
	Y
	
	
	

	Ability to be empathic and understand the needs of our customer base.
	E
	
	Y
	
	
	

	Takes responsibility for own actions, sets a high standard for personal performance and shows determination to meet goals.
	E
	
	Y
	
	Y
	

	Takes personal responsibility for delivering an excellent service to meet the needs of internal and external customers.
	E
	
	
	
	Y
	

	
	
	
	
	
	
	





REVIEW AND SIGNATURES



This document will be reviewed from time to time to ensure that it continues to reflect our vision, values and priorities.
	Prepared by:
	Louise Musson

	Job title:
	Call Care Team Leader

	Date:
	14/03/2023


	Job evaluation date:
	


	Name of job holder:
	

	Job holder’s signature:
	

	Date:
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