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Role Profile


Income Coordinator – Commissioned Funding




Role Purpose 
This role contributes towards the accurate and timely generation of invoices, ensuring compliance with billing policies and procedures, and provides efficient communication with internal and external stakeholders. This role plays a critical role in contributing towards the maintenance of cash flow, minimizing billing errors, and continuously supporting in improving practices to deliver a best in sector income management service.

Key Accountabilities   

Finance
· [bookmark: _Hlk160543668]To contribute towards the overall functioning, efficiency, and effectiveness of the Charity’s billing to LA/ICBs for services which have they have commissioned.
· Undertake cash allocation routines accurately and promptly, escalating LA/ICB recalls promptly, to ensure the integrity of the outstanding debt position.
· Support in the engagement with FBPs to ensure timely receipt of uplift validations for update in our Income Processing system, or alert to accrue manually.
Business Development and External Relations
· Maintain relationships with Local Authority customers, to positively resolve payment queries or issues effectively and efficiently, investigating, understanding, and resolving queries or issues, and escalating where necessary, to ensure accurate, timely, and efficient billing and invoicing.
· Support Local Authorities in the continuous improvement of processes and practices which deliver more efficient, accurate, and effective ways of working, building strong relationships and delivering an excellent service to our customers, and for the people we support. 
· Respond efficiently to changes to billing as a result of Business Development rate negotiations, and assist in the implementation and systemisation of changes in contractual terms relating to billing, or annual uplifts, ensuring the charity is billing for all monies proper due. 

Transformation and Systems
· [bookmark: _Hlk171943266]Feedback on the effectiveness of income systems and assist in the review and improvement of them, to contribute to a sector leading Finance Centre of Excellence.

People
· Work collaboratively and productively with other members of the Commissioned Funding Team, maintain positive relationships and support in ensuring department goals are met. 
· Coordinate with other departments within Community Integrated Care to establish the correct billing information.
Quality and Compliance
· Contribute towards the proposing of developments in financial processes, practices, and controls, to realise opportunities for the achievement of customer-focussed, effective, accurate, and efficient practices which meets all organisational requirements and the needs of the people we support.  












Scope and Geography	This is a national role covering England.
Travel Expectation 	There is no regular travel expected with this role.
Collaboration 	It is expected that the post holder will work proactively and collaboratively with operational colleagues, the Finance Centre of Excellence, and external stakeholders – primarily Local Authorities and customers.
Budgets	This role will not have any direct budgetary accountability. 



	Best Life Possible Success Measures

	Structure

	Service Quality and Innovation
	· Positive feedback from internal stakeholders
· Process improvement suggestions

	

	Career Opportunity
	· Achievement of objectives

	

	Community Engagement
	· Positive relationships with external stakeholders (families, providers) maintained through excellent customer service
· Positive feedback from external stakeholders

	

	Sustainable Economics
	· KPIs achieved
· Accurate and timely billing

	














Qualifications, Experience, and Knowledge
· GCSE Maths and English – Grade C / Levels 4 and 5 or equivalent 
· Experience of working in a finance department
· Experience in communicating with a range of stakeholders
· Experience of working with large volumes of data
· Experience within the care sector is desirable, but not essential

Competencies, Skills, and Abilities
· Ability to process large volume transactions
· Able to develop and build sound working relationships with internal and external stakeholders
· Confident, skilled team player, with good IT skills
· Strong problem-solving capabilities
· Strong attention to detail
Job Description – Key day to day tasks (representative, not exhaustive)
· Ensuring all admission information, change in circumstance and discharges are accurately reflected in funding records. Ensuring person supported occupancy status is shared timely to the relevant finance teams.
· Use our Income Processing system to produce Local Authority, ICB and Personal Contribution invoices, using the Local Authority portal systems for validation where necessary.
· Daily matching of high-volume current period cash receipts to the invoices which they relate.
· Ensure that the Income Processing system is updated with changes to funding on a timely basis, ensuring retrospective claims are presented to mitigate gaps in income.
· Resolve customer account enquiries in a professional manner via telephone and email. 
· Coordinate with other departments within Community Integrated Care to establish the correct billing information.
· Liaison with Local Authority key contacts to investigate discrepancies in payments values.
· Assist with system funding updates because of mobilisation, new business inc. mergers / acquisition tasks, to meet the needs of the charity
· [bookmark: _Hlk171943163]Support in the engagement with Commercial Finance to ensure timely receipt of uplift validations for update in our Income Processing system or alert to accrue manually.
· Assisting the Income Manager in other duties, as and when required.
Behaviours and Values

At Community Integrated Care “how” you approach your work is just as important as “what” you do. With that in mind, we have outlined the key behaviours that we look for at each level in our charity. This role aligns with level 5 in our guide to behaviour. 


CFO


Director of Finance


Income Manager


Income Specialist


Income Coordinator


Head of Finance Operations
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