BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

	JOB TITLE:
	Payments Assistant

	
	

	REPORTS TO:
	Central Payments Team Leader

	
	

	DEPARTMENT:
	Finance & Property

	
	

	SECTION:
	Finance


__________________________________________________________________

PURPOSE OF JOB
To correctly process invoices; travel warrants and petty cash claims for payment within set deadlines.  

PRINCIPAL ACCOUNTABILITIES
1. To maintain and operate systems for the payment of invoices for goods and services provided by the department including appropriate data entry.  

2. To process invoices for payment ensuring that they are properly authorised and correctly coded in accordance with the Council’s accounting system. 

3. To keep relevant statistics, as required, in relation to all financial transactions and procedures.   


4. To liaise with colleagues and suppliers to resolve errors and omissions, overpayments and disputes. 

5. To provide clerical assistance to the central payments team including word processing, filing, archiving and sorting the daily post.  

6. To photocopy or scan and index documents as required. 

7. You must fully understand and be committed to the implementation of the Council’s Equalities Policy at a level appropriate to the job and must at all times carry out your duties with due regard to the Council’s Equalities Policy.

8. You must have an awareness of and a commitment to comply with the Council’s policy in respect of Health & Safety.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	JOB TITLE:
	Payments Assistant

	
	

	
	

	
	

	DEPARTMENT:
	Finance & Property

	
	

	SECTION:
	Finance


__________________________________________________________________

	
	ESSENTIAL CRITERIA

	Job Related Education and Qualifications and Knowledge
	· A basic knowledge of data processing using a computerised system.


	Experience
	· At least one year’s experience of working in a financial, customer centred environment



	Skills/Abilities


	· Good PC/keyboard skills including experience in the use of word processing and spreadsheet software.
· To have good customer care skills 

· To be numerate and financially aware.
· To have a good level of communication skills both written and verbal.

· Ability to work well as a team member

· Ability to work quickly and accurately to deadlines.

· Ability to maintain accurate filing systems


	Equalities 
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy. 




