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Shaw Trust is a national organisation whose aim is to enable disabled and disadvantaged people to achieve their potential in work opportunities.

JOB DESCRIPTION

FINANCE CLAIMS CO-ORDINATOR

Main Purpose
To support Shaw Trust in achieving its Contract objectives by providing an effective and efficient claims review and administration service to ensure that accurate and sustainable claims are submitted on a timely basis.
Position
The post holder will report to the Finance Claims Manager.
Duties

1. To provide full and efficient processes to handle evidence collection and verify evidence as per DWP requirements and any other corporate funding streams.
2. To manage the claims verification process for agreed area including tracking of outcomes and completion of claim information.

3. To analyse and report on all data concerned with the claims and make necessary recommendations for improvement.

4. To work closely with operational staff to identify efficient and effective means of administering the claims process.

5. Ensure that good relationships are built and maintained with external agencies and sub contractors as required.

6. To assist in the development of appropriate systems, both computerised and manual, to ensure correct “audit trails” are maintained and records kept updated.
7. To work with the National Performance and Quality Teams to ensure the quality assurance of the Shaw Trust administrative systems and processes that relate to the claims.

8. To attend regular Finance Team meetings and external meetings as required. 

9. To undertake appropriate learning and development as identified and agreed through the Shaw Trust appraisal process. 

10. To adopt a flexible approach to the role and be willing to take additional responsibilities from time to time as agreed with the National Claims Manager.

11. To promote the aims and objectives of Shaw Trust.

12. To adhere to Shaw Trust policies and procedures and quality standards.

Confidentiality – the post holder must maintain the confidentiality of information about clients, staff and other Trust business.  The work is of a confidential nature and information gained must not be communicated to other persons except in the recognised course of duty.  The post holder must meet the requirements of the Data Protection Act at all times.

Health and Safety – to act as pivotal role as employees must comply with the provisions of the ‘The Health and Safety at Work Act 1974’ and must take reasonable care for the Health and safety of themselves and of other persons who may be affected by their acts or omissions whilst at work.  Employees are also required to co-operate with their employer to enable them to perform or comply with any statutory provisions.  The Trust’s efforts to promote a safe and healthy working environment can only succeed with the full co-operation of its employees.

Equality and Diversity – The Trust has an Equality and Diversity Policy and it is the responsibility of all staff to comply with t his.  They key responsibilities for staff under this policy are set out in the Trust Code of Conduct.

Flexibility – This job description is intended to provide a broad outline of the main duties and responsibilities only.  The post holder will need to be flexible in developing the role in conjunction with the Line Manager.  The post holder may be asked to carry out any other delegated duty or task that is line with their post.
Safeguarding – It is the responsibility of all employees to make the working environment safe and secure for all.  Everyone must adhere to the 5 Rs in relation to possible abuse: Recognition, Response, Reporting, Recording and Referral. The Trust can only ensure its dedication to the protection of vulnerable people with the full cooperation of its employees.
PERSON SPECIFICATION

FINANCE CLAIMS CO-ORDINATOR

ESSENTIAL CRITERIA

Experience:

· Relevant previous experience in administration duties.
· Ability to analyse data, systems and processes and identify effective and efficient solutions to any problems encountered.

· Good working knowledge of computer software packages particularly those in the Microsoft Suite i.e. Word, Excel, Powerpoint and Outlook.

· Good interpersonal, presentation and influencing skills with ability to build and maintain rapport with clients from a range of backgrounds. 

· Self-motivated and good organisational skills.

· Ability to undertake tasks on own initiative, operating administrative procedures and systems effectively.

· Ability to contribute to the organisational requirements.

Other Requirements:

· Willingness to travel inside the designated work area and occasionally outside for meetings, training etc. with possible overnight stays.
· Positive attitude to disability, health problems and employment problems

DESIRABLE CRITIERIA

· Basic understanding of the needs and aspirations of disabled and disadvantaged groups
· Current knowledge of welfare benefits and issues
· Knowledge of local area
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