[image: ]			

Job description
Payments Services Officer (Accounts Payable)
· Grade:		Scale 6
· Reports to:	Payments Manager
· Direct reports:	0
· Your team:	Payment Services (Accounts Payable)
· Service area:	Finance
· Directorate: 	Resources

	Special requirements of the post 

	Workstyle: Flexible/ Desk-based worker (Lower presence, one day a week minimum)
· Colleagues who are not usually client or customer-facing and can mostly work anywhere with the right technology. Regular on-site activities are required such as team events and collaboration that are more productive face to face

	This post is subject to the council’s declaration of interest procedure


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Overview of the role
The Payments Officer (Accounts Payable) plays a key role within the Finance function, providing administrative and operational support for council payment systems to ensure accurate, timely, and secure processing of financial transactions. The role focuses on maintaining the integrity of financial systems, supporting the E.invoicing and Purchase card processes, and delivering guidance and training support to internal users and suppliers. Working to strict deadlines, the officer helps ensure compliance with key performance indicators, supports prompt payments, and contributes to the development and improvement of payment processes, systems, and reporting. In addition, the role involves monitoring system performance, safeguarding financial data, assisting with year-end accounts, and ensuring compliance with relevant regulations such as GDPR, while maintaining high standards of customer service and collaboration across the organisation
Key responsibilities
· Provide systems administration and support for Accounts Payable financial systems
· Support implementation, enhancement, and control of payment systems, ensuring security and data integrity
· Work to tight deadlines to meet Council KPIs
· Provide advice and guidance to users of financial systems (e.g. One Council and purchase cards)
· Promote awareness of payment procedures, processes, and policies
· Deliver support and guidance to council suppliers
· Support prompt and timely payments
· Develop guidance notes, manuals, and training materials for payment systems
· Deliver training support on financial systems across the organisation
· Maintain the security and accuracy of financial records and supporting data
· Test system updates, enhancements, and fixes
· Monitor system performance, resolve issues, and maintain system controls and outputs
· Contribute to reporting, year-end processes, and continuous improvement, undertaking additional duties as required
Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.


Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
Knowledge, experience, and skills (No more than 12 is advised – use ‘tab’ to create a new line when needed)
	Point
	Criteria description
	Essential/desirable

	1
	Educated to A-level standard a-c or equivalent
	Essential

	2 
	Demonstrable experience of working with in a finance-based function.
	Essential

	3
	Demonstrable experience of using excel at intermediate level
	Essential

	4
	Demonstrable experience in using information Technology in a financial environment
	Essential

	5
	Experienced in prioritising conflicting demands and meeting deadlines in a pressured environment
	Essential

	6 
	Demonstrable well developed communication skills (both written and oral).
	Essential

	7
	Ability to apply the principles of excellent customer focus
	Essential

	8
	Able to respond to enquiries that range from simple request for information to resolution of complex problems for internal and external customers 
	Essential

	9
	Ability to provide training on the use of financial software
	Essential 

	10 
	Able to develop positive & effective working relationships with your team other staff and council suppliers
	Essential

	11 
	Demonstrable understanding of information governance in regard to GDRP including Phishing Awareness and Data Handling
	Essential 

	12
	Willingness to obtain relevant DBS clearance and adhere to data protection, health and safety, and equal opportunities policies
	Essential


Our accreditations
[image: A group of logos with text

AI-generated content may be incorrect.] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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