MORAY COUNCIL

JOB DESCRIPTION


	
(1) JOB IDENTITY


	
	
	
	

	POST TITLE:
	Payments Assistant
	DEPARTMENT:
	Financial Services

	
	
	
	

	SECTION:
	Payments
	LOCATION:
	HQ

	
	
	
	

	REPORT TO:
	Assistant Payments Manager
	
	

	
	
	
	

	GRADE:
	2
	POST NO:
	C1 – C6

	
	
	
	

	
	
	
	



	
(2) JOB PURPOSE AND WAY OF WORKING


	
The Payments Assistant will provide clerical support for the Payments Section.
	



	
(3) MAJOR TASKS


	3.1
	Process transactions on the Financial Management System (FMS)


	3.2
	Complete the scanning and filing of documentation related to the FMS – AR, AP & PMS


	3.3
	Operate the telephone helpline (as assigned)


	3.4
	Administer the mail in and mail out for the service


	3.5

	Administer goods receipting (GRN) actions on the FMS – Procurement Management System (PMS)


	3.6

3.7

3.8


	Assist with the administration and development of other Payments systems

Assist with training as required

Actively participate in the team meetings






	
	



	
(4)
	
REPORTING RELATIONSHIPS   This job is indicated by *


	






	
Service Manager – Finance Operations



Assistant Payments Manager



*Payments Assistant





	
(5)
	
DUTIES TYPICALLY INCLUDE


	5.1
	To process invoice transactions on the Financial Management System (FMS)

	5.1.1

5.1.2
	Prepare documentation for processing on FMS – (batch, number and process)

Process transactions to Accounts Payable (AP) according to the priorities set

	
	

	5.2

5.2.1

5.2.2
	To complete the scanning and filing of documentation related to FMS 

File & scan daily all relevant documentation 

Assist with the bulk storage of Payments documentation

	
	

	5.3
	To operate the telephone helpline (as assigned)

	
	

	5.3.1

5.3.2
	Answer calls and handle queries (including emails) according to the timescales set

Refer queries to Admin Team as and when required

	
	

	5.4
	To administer the mail in and mail out of the section

	
	

	5.4.1

5.4.2

5.4.3
	Sort and deliver Payments mail to the appropriate member of staff

Process all bulk mailings via the Council’s enveloping system

Sort and deliver all Payments mail out to the appropriate location within the timescales set for efficient onward processing

	
	

	5.5


5.5.1
	Administer goods receipting (GRN) actions on the FMS – Procurement Management System (PMS)

Process goods receipting for PMS according to the order details


	
	

	5.6

5.6.1
	To assist with the administration and development of other Payments systems

To help process test data for migration and fixes

	
	

	5.7

	Assist with training  as required

	5.8
	Actively participate in team meetings

	
	

	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:					Payments Assistant

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

	(1) Experience

	Clerical/administration experience

	Experience in general Finance Administration


	(2) Education & qualifications*
	3  SQA standard grades or equivalent at level 3 or above including English and Arithmetic

	Finance/Administration HND/HNC qualifications

	(3) Skills/abilities (general)
	Procedural skills

Effective organisational skills

Knowledge of word-processing and spreadsheet applications, preferably Microsoft Word and Excel.
Strong customer care skills and focus
Self-confidence
Self motivated

	

	(4) 
Skills/abilities specific to post*

	A flexible approach to new working practices and technology

Able to maintain accuracy when working to tight deadlines.

	

	(5) Inter-personal & social skills

	Able to maintain confidentiality.

Effective communication skills - written and verbal

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

Willingness to accept direction/delegation

	

	(6) Working environment & physical demands

	Work under pressure to tight deadlines

Ability to work in a shared office
Flexibility to meet the needs and demands of the service


	



*  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


