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	JOB DESCRIPTION:  FINANCIAL ADMINISTRATOR



REPORTING TO:  General Manager
RESPONSIBILITIES:
1) New Residents
a) Answer option 1 (Room Vacancy) calls out of hours. 

b) Co-ordinate the moving-in process for new residents to maximise occupancy.

c) Compile a Personal Profile for each new resident by the end of his/her first day in the home.

d) Liaise with the General Manager re charges for each room and create residents' agreements.

e) Liaise with families to ensure agreements and personal profiles documents are signed prior to admission.

f) Ensure the completed Resident Financial Information form is emailed to all recipients on the day of each resident moving in.

g) Scan all residents' moving-in documentation and save it onto the server.

h) Prepare Needs Portrayal Forms as required and send to the NHS.
2) Maintenance Coordination

a) Maintain, scan and hyper-link all service contracts into the Annual Service Contract Register.

b) Manage relationships with maintenance contractors.

c) Order maintenance supplies.

d) Manage staff accommodation.
3) Accounts & Payroll

a) Every working day:

i) Obtain information on any resident admissions/discharges from care staff

ii) Update resident’s database

iii) Reconcile the bank account up to the end of the day before, using the on-line statement

iv) File all papers from the previous day

v) Enter all transactions in Tas Books

vi) Resolve any anomalies in the Time & Attendance system.

b) Within three working days:

i) Issue invoices/contracts/standing orders/NHS Funded Nursing Care forms for all resident admissions/discharges

ii) Send off cheques to bank (when total amount exceeds £3000)

iii) Pay all invoices not paid on monthly statement (but do not pay invoices paid on statement after the end of the month during the month).
c) Weekly

i) Every Monday, enter the staff hours on the “Staff Daily Hours” spreadsheet for the previous week.
d) Monthly by:
i) 5th – complete previous month’s payroll and the associated reports

ii) 7th – ensure that the sales ledger is ready for the e-outsourcing contractor to issue the monthly statements.

iii) 10th – send off fee invoices for the following month

iv) 12th – pay all invoices from the previous month

v) 14th – send off PAYE/NI payment

vi) 31st – make verbal contact with all debtors from previous months and send confirmatory e-mails (preferably) or letters accordingly

e) Ad Hoc Tasks:

i) Order stationery (including copier paper)

ii) Complete government returns

iii) Arrange copier and computer maintenance (both hardware and software)

f) Undertake other duties, as necessary.

Please note that this Job Description will be subject to continuing review and development.
