MORAY COUNCIL

JOB DESCRIPTION


	
(1) JOB IDENTITY


	
	
	
	

	POST TITLE:
	Senior Payments Officer
	DEPARTMENT:
	Financial Services


	
	
	
	

	SECTION:
	Payments
	LOCATION:
	HQ/Home

	
	
	
	

	REPORT TO:
	Assistant Payments Manager
	
	

	
	
	
	

	GRADE:
	8
	POST NO:
	M15

	
	
	
	

	
	
	
	



	
(2) JOB PURPOSE AND WAY OF WORKING


	
The Senior Payments Officer will provide systems and payments administration, together with performance measurement and quality control information for the following areas :

Financial systems, treasury, banking, insurance, VAT and other tax

And will assist in the operational management of the Payments team.

Specific areas of responsibility will be identified by the Management Team and may be changed periodically.




	
(3) MAJOR TASKS


	3.1
	Provide day to day system/s maintenance and administration of the processing function


	3.2
	Develop operational procedures to ensure the function is properly documented


	3.3
	Review the procedural standards for this area


	3.4
	Participate in the training and development of staff within this area 


	3.5
	Support the Assistant Payments Manager with the overall direction and support for the team


	3.6
	Assist in the ongoing service provision review to ensure best value


	3.7


	Handle various enquiries, both written and verbal





	
(4)
	
REPORTING RELATIONSHIPS   This job is indicated by *



	

	
	Service Manager Finance Operations
	

	
	

	
	Assistant Payments Manager
	

	
	

	
	Senior Payments Officer*
	

	



	
(5)
	
DUTIES TYPICALLY INCLUDE


	
	

	5.1
	To provide day to day system maintenance and administration of the processing function and treasury, banking, insurance, VAT and other tax

	
5.1.1


5.1.2

5.1.3

5.1.4

5.1.5

5.1.6



5.1.7
	
Control system maintenance including daily schedule, version migration, management reporting, year end processing and returns, and system control settings. 

Development of systems used by the team, including upgrades and new functionality

Administer the Payments and Finance Development Groups

Support and input into the overall operational performance reviews 

Act as liasion officer between the Council and the system software provider

Support the Assistant Payments Manager in the management of the day to day cash management operation, including preparation and analysis of treasury information for cash flow forecasting of variances and trends with provision of explanatory narrative.

Provision of financial information and advice to departments, including advice on VAT and other tax, banking and insurance.


	5.2
	To develop operational procedures to ensure the above functions are properly documented

	
5.2.1


5.2.2

5.2.3
	
Produce the standard procedural documentation for tasks listed in the Payments task timetable

Ensure the accountability and transparency of all system procedures.  

Ensure financial controls are in place and adhered to 


	5.3
	To review the procedural standards for the above functions

	
5.3.1
	
Review these procedures on an on-going basis to ensure consistency within the section


	5.4
	To participate in the training and development of staff within this area

	
5.4.1
	
Provide training as and when required


	5.5


	To Support the Assistant Payments Manager with the overall direction and support for the team

	5.5.1

5.5.2
	Participate in the operational progress reviews

Support the Assistant Payments Manager in the team development


	5.6
	To assist  in the ongoing service provision review to ensure best value

	
5.6.1

5.6.2


5.6.3


5.6.4

5.7

5.7.1
	
Input into the PSIF (or equivalent quality management) exercise

Take an active role in the strategic direction of the section and the production of the service improvement plan

Produce and review the monthly, quarterly and annual performance measurement statistics

To participate in the formal communication process within the section.

Handle various enquiries, both written and verbal

Complete enquiry forms, respond to written correspondence within an agreed timescale
Record and process verbal enquiries, referring to appropriate officer as required


	The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.






MORAY COUNCIL

PERSON SPECIFICATION

Post:					Senior Payments Officer

Department:				Financial Services

Date Specification Completed:	June 2026

Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	
ATTRIBUTES

	
ESSENTIAL
The minimal acceptable levels for safe and effective job performance
	
DESIRABLE
The attributes of the ideal candidate

	(1)   Experience




	Significant experience within large finance section

Experience in finance system administration

A high level of IT literacy with competence in Microsoft Word and Excel
Understanding of finance control and administration including implementation of new procedures.

Effective numerical skills

	Specific Local Authority Finance Administration experience



	(2)   Education and
       Qualifications

	Finance/Administration diploma 
	Accountancy Training
Supervisory Training


	(3)   Skills/abilities (general)



	Able to organise personal workload and that of others to meet set deadlines

Ability to write and interpret legislation and procedures

	

	(4)   Skills/abilities specific to post*
	An understanding of finance control and administration including implementation of new procedures

A flexible approach to new working practices and technology

Ability to switch between tasks easily

To work on own initiative to specified deadlines

Analytical and research skills

	Knowledge of the Council’s finance system (ABS e5)

Training experience

Understanding of VAT 

Knowledge of Treasury Management practices

	(5)   Inter-personal and social skills




	Able to maintain confidentiality.

Able to work as part of a team and using own initiative.

Very good communicator – verbal and written

The ability to motivate and monitor staff

	

	(6)   Working environment and physical demands

	Work under pressure to tight deadlines

Ability to work in a shared office

Ability to work flexibly to meet the needs of the service

Ability to work in different offices dependent on service requirements

	



*  Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?                                                 	          	NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)         	NO
Membership of Protecting Vulnerable Groups Scheme  (Working with Vulnerable Adults) NO
Satisfactory pre-employment medical screening required?                                    	            NO

