Lothian Centre for Inclusive Living

Job Description

Post Title:	Financial Management Support (FMS) Administrator 

Post Salary:			£20,000 - £23,000 full time 35.75 hrs/week
Location:				Flexible – main office is based in Edinburgh 		
Responsible to:	Payroll Manager

Purpose of Post:	The FMS Administrator will be the key administrative resource within the FMS team.  
	
Post Objective:		To support the Payroll Department with administrative tasks related to the FMS service in particular ensuring payments are accurately made on behalf of service users.
Main Tasks and Duties 
General Administrative Tasks & Duties
· taking telephone calls, responding and/or passing enquiries to the appropriate member of staff as a shared responsibility with LCiL Administrator
· opening and logging incoming mail and franking outgoing mail as required for the service, including logging of cheques
· typing of various correspondence
· printing, collating and disseminating information 
· filing 
· shredding confidential papers


Data Administration / maintenance
· Scanning and filing documents in appropriate electronic folders
· Maintaining Control spreadsheet/Database input
· Scanning and uploading of paper files to cloud storage
· Destruction of paper files and online data in line with GDPR.

FMS specific admin tasks 
· Referrals for new service users:
· Log information on control spreadsheet / database
· Complete application form for client account
· Get account signatories to sign application
· Emailing Barclays Bank
· Checking Barclays Bank listing of accounts daily to see if new accounts have been opened
· Monitoring service user accounts activity – both Barclays and Co-op Bank:
· Bank statements checked monthly 
· Check if sufficient funds are available and whether funds from relevant funding streams have been received (ongoing basis)
· Close accounts where required
· Logging cheques received from SUs (HMRC / Pension / LCIL)
· Sending cheques to Bank Accounts – deposits made by Service users into client accounts
· Paying cheques into LCIL bank account at post office
· Local authority returns:
· Reconciling bank statements with payroll paperwork/invoices monthly
· Downloading of bank statements
· Sending information to relevant local authorities.
· Invoice tracking, recording and processing for payment
· Renewal of Employers Liability Insurance for FMS service users. 

Other
· Any other reasonable tasks which are appropriate to the smooth running of LCiL



Decisions relating to:
· safeguarding the confidentiality of information with particular regard to payroll data, mail, and correspondence;
· identifying gaps in service delivery and opportunities for development of payroll service;
· passing enquiries to the appropriate member of staff;
· determining daily work pattern/priorities in consultation with the Payroll Manager.

Contacts:
· Disabled People, families and Personal Assistants
· LCIL’s Board of Directors, staff and members
· Disability organisations in Lothian and elsewhere
· National Disability Organisations
· Health and Social Care Partnerships across Lothians and City 
     of Edinburgh./

Supervision Received:
The post holder will receive regular individual and group supervision in accordance with the terms and conditions of service.  The post holder will be expected to attend staff meetings, team meetings, training courses, LCiL events and other meetings deemed appropriate to the functioning of the work.
Complexity and Creativity:
[bookmark: _GoBack]The Lothian Centre for Inclusive Living is an innovative and demanding initiative which has a significant impact on the lives of Disabled People, their families and the statutory authorities in the Lothians.
The post holder would need to maintain an up-to-date knowledge of all relevant legislation. They would be required to work as part of a team to ensure the Centre maintains an inclusive approach.  
It is essential that the post holder is able to work within an organisation which is led and managed by disabled people.
As a disabled people’s organisation, we are committed to inclusion and diversity.  The different skills and experiences that our colleagues from different backgrounds bring to us allow us to make better decisions, consider different views and be an altogether more interesting and cohesive place to work.  We welcome applications from everyone who meets the job specification and shares our values.  All our staff are expected to share these commitments and abide by our policies.

We are also a disability confident employer and as such, if you require any support during any part of the recruitment process, please contact HR@lothiancil.org.uk
Closing date:  22nd July 2022 at 12 noon
Please note that cv’s will not be accepted.
Interview date: to be confirmed.
Interviews will take place via Zoom (video conferencing software)


June 2022


Person Specification –
 Financial Management Support (FMS) Administrator
	
	Essential

	Desirable

	Education & Qualifications
	· Educated to secondary level
	· Relevant professional qualification or higher education training

	Skills & Abilities 
	· Excellent communication skills, both written and oral
· Excellent organisational/time management skills
· Ability to prioritise a complex workload and work on own initiative as necessary
· Creative problem solving skills
· Excellent Microsoft Word, Excel and Outlook skills
· Excellent interpersonal skills, with the ability to build relationships and negotiate in order to manage workload and work with others
·  Excellent attention to detail with strong numeric skills and applies quality standards to all tasks undertaken ensuring that nothing is overlooked.

	




	Experience & 
Knowledge (Paid or Voluntary work)
	· Financial monitoring/reporting
· Data and information analysis
· Experience of general office administration
· Understanding of GDPR 
· Understanding of equal opportunities/anti-discrimination practice

	· Work or personal experience in a user led environment
· Knowledge of services available to Disabled People
· Knowledge of the issues people face when setting up Independent Living Schemes
· Direct personal experience of impairment and/ or use of Personal Assistance

	Personal attributes
	· Non judgemental
· Ability to work under pressure
· Ability to recognise work/personal boundaries
· Flexible/able to seize opportunities
· Persistence
· Team worker
	



	Other Requirements
	· Occasional work at evenings or weekends according to needs of service
	



