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City of
Stoke-on-Trent




Job Description
	Job Title:
	Income Reconciliation Assistant

	Directorate:
	Strategy and Resources 
	

	Section:
	Finance

	Responsible to
	Income & Reconciliation Officer

	Grade
	Level 5 (£20,444 to £22,57) Subject to any pending pay award.


Job Purpose

To assist in the provision of an efficient and effective income collection and control service in the Income & Reconciliation team.
Key Duties / Responsibilities

1. To reconcile income collected and processed through internal cash receipting systems and received from other providers.

2. To reconcile and reallocate receipts received via standing order, Direct Debit and direct credits bank account and investigate exceptions.
3. To be fully conversant with the income collection and bank reconciliation systems giving advice and guidance when necessary.

4. To utilise the income collection and management systems for the importing of payments and balance file information.
5. To ensure that all payments taken through internal cash receipting systems have been downloaded to accounts and identify any discrepancies.
6. To reconcile output produced by the income collection and management systems.

7. To transfer electronic payments requests for direct debits ensuring any anomalies are resolved.

8. To generate internal transfers via the computerised on-line banking systems.

9. To reconcile that income collected through City Council establishments has been accounted for and banked and identify any discrepancies.

10. To process the daily ‘overs and unders’ and generate reports as directed and deal with any subsequent enquiries.
11. To input refunds into the income collection and management system.

12. To process and reconcile ‘return to drawer’ cheques and returned direct debits.

13. To provide cover when required to open post including matching, sorting and preparation of payments for processing on a daily basis.
14. To investigate and allocate items from suspense accounts to the appropriate personal accounts.

15. To liaise and correspond with other officers of the Council in connection with income collection and reconciliation.
16. To prepare reports, statistics and other appropriate information as requested by the line manager.

17. To investigate customers enquiries in respect of incorrect or missing payments and correct where necessary.

18. To keep abreast of and be fully conversant with all relevant legislation.

19. To ensure the policies, procedures and Financial Rules of the City Council are adhered to.

20. To utilise pre-designed computer programmes on computing and associated equipment in the provision of an efficient and effective service.

21. To maintain security and confidentiality of all data held on computer and other systems used to record information.

22. To undertake any other duties appropriate to the post.


Person Specification
	Job Title:
	Income Reconciliation Assistant 

	Directorate:
	Strategy and Resources
	

	Section:
	 Finance


Minimum Essential Requirements - Evidenced by: a: application form b: test c: interview










      a
         b            c
	Have a sound knowledge of Local Authority (or similar) cash collection systems, reconciliation and banking procedures.
	(
	
	(

	Have good oral and written communication skills.
	(
	
	

	Ability to work on as part of a team or on own initiative and prioritising own workload.
	(
	
	

	Ability to portray a confident and assertive disposition whilst maintaining a friendly and approachable manner.
	
	
	(

	Have the ability to deal with people from a cross section of the community in a sympathetic but positive manner.
	(
	
	

	Have the ability to work well within a pressurised environment and possess a flexible approach to working.
	
	
	(

	Be committed to providing high quality customer services.
	(
	
	(

	Be able to write letters and reports, prepare information and statistics.
	(
	
	(

	Be computer literate in both mainframe and software such as Windows, Word and Excel.
	(
	
	(
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