MORAY COUNCIL

JOB DESCRIPTION


	
(1) JOB IDENTITY


	
	
	
	

	POST TITLE:
	Payments Administrator
	DEPARTMENT:
	Financial Services

	
	
	
	

	SECTION:
	Payments
	LOCATION:
	HQ

	
	
	
	

	REPORT TO:
	Assistant Payments Manager
	
	

	
	
	
	

	GRADE:
	4
	POST NO:
	A3, A4, A10 A11

	
	
	
	

	
	
	
	



	
(2) JOB PURPOSE AND WAY OF WORKING


	
Payments Administrators provide system and payments administration for modules of the Financial Management System (FMS), including Accounts Payable, Accounts Receivable and Purchasing Management. Specific areas of responsibility will be identified by the Management Team and may be changed periodically.

Payments Administrators will work with colleagues to maintain a generic, flexible approach to tasks assigned to the Payments team based within Financial Services.




	
(3) MAJOR TASKS


	3.1
	To administer FMS and related systems


	3.2
	To train departmental and section users of FMS


	3.3
	To assist with the development of FMS


	3.4
	Handle various enquiries both written and verbal


	3.5
	To work closely with other members of the Payments team to ensure all responsibilities are carried out according to set timescales

	
	





	
(4)
	
REPORTING RELATIONSHIPS   This job is indicated by *




	

	
	Service Manager Finance Operations
	

	
	

	
	Assistant Payments Manager
	

	
	

	
	Senior Payments Officer
	

	
	

	
	Payments Officer
	

	Payments Administrator*

	

	
	Accountancy Technicians
	

	



	
(5)
	
DUTIES TYPICALLY INCLUDE


	5.1
	To administer FMS and related systems

	
5.1.1



5.1.2

5.1.3

5.1.4

5.1.5

5.1.6
	
Provide day to day admin support, including maintaining and updating system settings, for the area of system assigned to a specific administrator, according to procedural timetable.

Support colleagues with the escalation of queries from Council customers.

Carry out relevant reconciliations and produce reports as required.

Discuss and organise admin functions with other members of the team.

Assist in the development of procedures and processes for the individual systems.

Liaise with the Payments Officer/team to establish the impact of their deadlines on the teams own workload.


	5.2
	To train departmental and section users of FMS

	
5.2.1


5.2.2
	
Provide departmental and section users with training for their assigned area of the FMS system.

Assist with the provision of training material.


	5.3
	To assist with the development of FMS

	
5.3.1
	
Assist with testing of developments, version migrations and fixes as required to the FMS system.


	5.4
	Handle various enquiries both written and verbal

	
5.4.1
	
Handle enquiries for the FMS and related systems.


	5.5


5.5.1
	To work closely with other members of the Payments team to ensure all responsibilities are carried out according to set timescales

To provide cover when directed for other areas of the FMS system. 



	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 Administrator

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



	Experience of working in a busy officer environment using relevant technology.

Experience in general finance administration.

	Local Authority Finance Administration experience.

	(2)  Education and
      Qualifications

	3 SQA Highers at level 3 or above including Maths or equivalent.

	HND/HNC in Finance Administration or equivalent.

	(3) Skills/abilities (general)




	Working knowledge of computer systems, including Microsoft Office software and computerised ledger systems.

Self-confident and self-motivated.

Strong customer care skills and focus.

Effective organisational and procedural skills  including time management.


	Training skills.

ECDL qualifications.

Knowledge of Council policies and procedures.

	(4) Skills/abilities (specific to post*)

	To work on their own initiative when required to specified deadlines.

A flexible approach to new working practices and technology .

Ability to maintain accuracy when working to tight deadlines.

	Knowledge of Advanced Business Solutions E5 Financial management system.

	(5) Inter-personal and social skills


	Able to maintain confidentiality.

Ability to work as part of a team in order to ensure that the operational demands of processing tasks are met.

Ability to use own initiative.

Effective communication skills – written and verbal - and ability to relate well with all levels of staff

Willingness to accept direction and delegation.

	

	(6) Working environment and physical demands


	Ability to work flexibly to meet the needs and demands of the service, including new working practices and technology

Ability to work in an open plan office.

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


