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Finance Officer-Income Team

	Department
	Financial Services

	Job number
	
	Reports to
	Finance Income Supervisor

	Date Effective
	2018 (updated 2024 to correct qualification and grade)
	Salary band
	4

	PURPOSE 

	To be responsible for providing a high quality processing service for rental income streams. 


	Key responsibilities/ deliverables
	
	


	1. To be responsible for posting all rental income receipts in a timely manner. This includes processing Standing Orders, Bank Giro Credits, Housing Benefits payments, Direct Debits, Allpay.
2. To be responsible for posting of tenant adjustments (e.g. Write-Offs, Rent debit/credit Adjustments, Tenant Refunds, Housing Benefit Overpayments, Completion monies, Court Costs, Compensation etc.), journal creations and entries to the accounting systems to ensure tenant accounts are accurate and up to date.
3. To be responsible for Direct Debits (DD) collections and maintenance of DD records in line with the Group’s procedures and policies. To ensure the creation and transmission of BACS files are in accordance the Group’s agreed collection dates, contractual obligations and BACS timetable.
4. To investigate and resolve unallocated rent receipts from the suspense account in an accurate and timely manner.
5. To be responsible for the daily, weekly and monthly control processes, such as tenancy movements and housing system/finance accounting system interface and related intercompany postings.
6. To be responsible for resolving customer queries promptly, including liaison with A2D Operational teams, residents, banks, Local Authorities and 3rd party providers as required.
7. To maintain income team policies and procedures up to date.
8. To continually review and recommend process improvements and comply with recommendations from Internal and External Audit Reviews.
9. To be involved in project work, as well as testing and implementing new systems as and when required.




	Line management	

	Direct reports : none
Indirect reports :  none



	Key internal contacts

	All departments including all sections of Finance, IT and Operations.

	Key external contacts

	Local Authorities, Banks, Residents, 3rd party providers, Internal Auditors

	Operating environment/ dimensions

	Employees are expected to comply with the Group’s Code Of Conduct and all Policies and Procedures relevant to their employment and job role.
All line managers are expected to comply with Group Policies and Procedures in relation to:
· Resourcing- recruitment, induction & probation, allocation & monitoring of workload
· Performance management- appraisal, support & supervision, capability & conduct, absence
· Learning and development
Finance Income Team consists of team of 5, led by Income Supervisor.



	Knowledge, skills and competencies
	Essential
	Desirable

	Qualifications/training

	Educated to GCSE level or equivalent in Maths and English (Grades A*- C)
	A
	


	Accredited AAT or studying towards a finance/accounting qualification.
	
	A

	Knowledge and skills
	
	

	Knowledge / Skills:
Advanced knowledge of Excel, Word and Outlook and ability to learn new software
High level of attention to details
Experience of processing high volume transactions 
Excellent interpersonal skills
	
A,T

A,I
A,I
A,I

	






	A2Dominion values

	DRIVE: Deliver, Respond, Innovate, Value Enterprise

	Influential 
The ability to work with and through others to achieve organizational goals; flexes communication style for different audiences; demonstrates a personal confidence that engages people to listen; seeks to understand others’ needs and works hard to achieve win-win outcomes; adopts versatile strategies in overcoming obstacles to getting things done; supports ideas and requests with a sound business case.
Future Focused 
Articulates a clear and inspirational vision of the future; motivates and inspires optimism by painting pictures of what can be achieved; anticipates future needs by horizon-scanning; researches broader perspectives and encourages innovation to improve the future for our customers and our people; has a ‘what’s possible mind-set; develops capability for the future.
Engaging 
Gets the best out of individuals by understanding what motivates them; has good self-awareness on how their behavior impacts others and modifies accordingly; has a strong leadership ‘brand’ that people trust and want to work with; translates organizational strategy in a way that motivates people to act; fosters a positive team environment across the organization through collaborative working; demonstrates personal integrity at all times; is able to flex their leadership approach to individual styles and situations; shows authentic behaviors that are not compromised by personal ego.
Resilient
Does not allow pressure to interfere with thinking, judgement or behavior; advocates and supports change and adapts accordingly; remains calm under pressure; works on their own initiative; pursues goals despite setbacks; shows courage and tenacity in difficult situations; works hard to find solutions to problems; receives feedback positively and appreciatively; does not blame others for disappointments or set-backs but focuses on resolving them in the most effective way.
Performance Focused
Delivers a consistently high performance; empowers self and others to make decisions and deliver results; ensures the co-creation and delivery of performance standards and goals with individuals and teams which are linked to the organizational strategy; monitors and reviews performance regularly; provides feedback and coaching to help people develop and achieve more than they thought possible; provides support and guidance; encourages joint responsibility for continuous development; addresses poor performance effectively and recognizes good performance in an appropriate and timely manner.

Indicate the top three behavioral competencies for interview below

	Competency
	Essential

	Influential
	

	Future focused
	x

	Engaging
	x

	Resilient
	x

	Performance focused
	x

	
	


This role profile outlines the main responsibilities and requirements of the post.  All employees are expected to comply with reasonable management requests to carry out additional or alternative duties.
How we will assess your match to the job: 	
· A = Application
· T = Testing 
· I = Interview
· TS = Telephone Screen
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