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JOB DESCRIPTION
	Job Title 
	Invoice Administrator, Part Time (16 hours / week)


	Salary
	Grade I BFC Scales (£19,554 to £22,462 FTE)


	Directorate: 
	People
	Section/Location:
	Time Square, Bracknell

	Grade/Salary Range:
	I
	Work style:
	


	Key Objectives of the role

	No more than three points should be included here as it is an overview for the purpose of the role

	With appropriate training, support and supervision, to administer the invoicing of contracts for Public Health for Berkshire (Shared Team.) 

This will include

· Providing administration and invoicing support to the Business team for Public Health services on behalf of the six Local Authorities across Berkshire under the Section 7a Shared Agreement. 

· Providing administration and invoice records for a range of service contracts in sexual health and primary care areas, for the six Local Authorities across Berkshire, which ensures robust cost and clinically effective management of Public Health contracts for the respective Councils.

· To act as the first point of contact for Business team to include; dealing with telephone calls and enquiries, communicating messages as required; and at all times maintaining professional and supportive working relationships with Council staff and external contacts.


	Designation of post and position within departmental structure

	Evidence via an organisation chart, whom the post reports to, include direct reports into the role if applicable

	This post holder will assist the Public Health Business Team in overseeing and administrating all the current invoices and reviewing invoices prior to authorisation for payment. 

The Post Holder will be line-managed by the Project co-ordinator within the Business Team of the Shared Services for Berkshire: this team is managed by the Business Manager.



	Daily and monthly responsibilities

	List in order of importance. Group Similar tasks together. Maximum of 12 entries   

	· To administer and keep records of the day to day operational of the management of backing data and invoices of varying value and complexity on behalf of the six Berkshire Local Authorities ensuring internal processes along with external regulations and policies are complied to in terms of invoice payment.

· To collate, record and update provider information, prices and maintenance of all relevant data, records and files using appropriate IT systems

· To ensure that all invoice records, relevant databases, registers and systems are maintained accurately and up to date. This also involves a regular review of all invoice agreements for all the six Local Authorities as appropriate.

· Assist in the development and maintenance of the invoice database(s).

· Assist with supporting functions such as finance and payments systems, including communicating with and working with Providers to ensure correct payments and appropriate backing data as prescribed.

· Maintains an awareness of corporate and departmental equalities, health and safety, sustainability and other relevant policies and procedures and applies them in the day to day job.

· Work with supervision, organising and prioritising own workloads, but seeking support from line manager, or a senior manager, as and when required.

· Such other duties as may be from time to time be necessary, compatible with the nature of the post.  It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only. 



	Scope of role

	Consider budget/resource control, impact on community

	This post holder will assist the Public Health Business Team in overseeing and administrating all the current invoices and reviewing invoices prior to authorisation for payment. 

The role is part time (16 hours / week) and hours can be changed to suit (eg: working around carer requirements) using the flexitime system. The expectation is that the post holder would work days as required. 

Staff directly managed – None 

Contracts managed – None 
All employees working with children, young people and vulnerable adults have a responsibility for safeguarding and promoting their welfare.
Flexi / Home working can be arranged as appropriate, though office working is required at least on a weekly basis.
The postholder will ensure that where they are collecting, calculating, recording, analysing or reporting data, it is accurate, reliable and consistent to ensure that decision-making processes are based on the highest quality data in accordance with the Council's Data Quality Statement.  The postholder will also ensure that sensitive and personal data is handled in accordance with data protection legislation and Council policy


Such other duties as may from time to time be necessary, compatible with the nature of the post. It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only.         
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PERSON SPECIFICATION
	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE 

	Skills and qualifications

	Good Standard of education
An ability to learn and to be enthusiastic 


	Evidence of on-going and up-to-date professional/personal development



	Competence Summary

(Knowledge, abilities, skills, experience)


	Confident using IT systems, especially Microsoft Office (Word and Excel).

Experience of accessing and using the internet.

Excellent telephone and interpersonal skills.

Excellent customer service skills.

Organisation and prioritisation skills.

Experience within an office environment.

An understanding of the roles played by commissioners, providers and stakeholders.
Knowledge of Safeguarding in relation to working within an organisation that holds sensitive information.

Understanding of and commitment to the requirements of safeguarding children, young people and adults at risk
	A working knowledge of NHS or PH standard contracts

An understanding of matrix working across different organisations 

A working knowledge of Windows based IT systems, including word processing, spreadsheet, e-mail, internet and database software packages. (Training can be provided.)

	Work-related Personal Requirements


	A positive attitude to change and an ability to respond to the demands of new policy and legislation.

Ability to undertake tasks and projects.

Good organisational and communication skills.

A good appreciation of working as part of a team and ability to work with staff, outside agencies and individuals to improve services

Strong verbal and written communication

Committed and positive: strongly self-motivated.

Good analytical and problem-solving skills

Independent worker with the ability to work as part of the team 

Committed to Equal Opportunities 


	Knowledge and understanding of the Social Care and Health Landscapes



	Other Work Requirements 


	A satisfactory enhanced Disclosure and Barring Service check. 
An understanding of the need for confidentiality of sensitive personal and commercial information and for financial accountability.

	Ability to drive and have access to a car


	KEY CRITERIA
	ESSENTIAL
	DESIRABLE



Role models and                                                       

demonstrates the 
Council’s values and                                   

behaviours

	


