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JOB DESCRIPTION

	Job Title    
	Cash Controller – Money Welfare Team

	Reports to
	Regulatory Compliance Manager

	Job Purpose
	The Cash Controller within the Money Welfare Team is responsible for ensuring the accurate administration, monitoring and control of financial transactions and funds for individuals supported by the organisation. The role supports effective financial management through the reconciliation of accounts, processing of payments, maintenance of financial records and monitoring of expenditure. Working closely with caseworkers, managers, Finance colleagues, Local Authorities and external stakeholders, the Cash Controller ensures payments are processed accurately, funds are managed appropriately, financial discrepancies are promptly resolved, and all activities are carried out in line with organisational policies, financial controls and regulatory requirements. The post holder plays a key role in safeguarding individuals' finances, maintaining compliance and providing high-quality financial support across the organisation.


	Key Deliverables
	The Cash Controller is responsible for ensuring the accurate and timely processing of payments, reconciliations and financial transactions for individuals supported by the organisation. The role delivers effective financial control through maintaining accurate records, monitoring account balances and expenditure, resolving discrepancies, administering payment runs and ensuring compliance with financial policies and procedures. The post holder will provide high-quality support to internal and external stakeholders, safeguard client funds and contribute to the efficient operation of the Money Welfare Team.

	Key Accountabilities
	· Reconcile financial transactions and maintain accurate records across financial systems and management information reports. 
· Monitor individual account balances and financial thresholds, ensuring caseworkers have access to up-to-date information. 
· Process scheduled and ad hoc PA/DLA Equals card top-ups, ensuring sufficient funds are available and payments are made accurately and on time. 
· Review CareHQ ledgers and Equals card transactions to ensure all expenditure and withdrawals have been correctly recorded before releasing funds. 
· Liaise with Home Managers, caseworkers, Finance colleagues and Local Authorities to resolve payment, funding, invoicing and account-related queries. 
· Prepare, review and administer weekly payment runs, ensuring all payments have the appropriate authorisation, affordability checks and correct bank details. 
· Process invoices and maintain billing records, including updating Local Authority information and requesting financial reassessments where required. 
· Investigate and resolve unidentified transactions, discrepancies and coding errors through regular reconciliations and financial reviews. 
· Complete bank reconciliations, journal postings and nominal ledger reviews to ensure financial records remain accurate and compliant. 
· Monitor expenditure for individuals supported by the organisation, ensuring funds are managed appropriately and within agreed limits. 
· Support managers with financial administration and CareHQ-related queries. 
· Process relinquishments following DWP authorisation and complete test payments for high-value transactions where required. 
· Maintain financial monitoring spreadsheets and management information systems to support effective financial control and reporting. 
· Respond promptly and professionally to queries from internal and external stakeholders.




PERSON SPECIFICATION

	Knowledge and Experience




	· Strong financial administration and reconciliation skills. 
· Excellent numerical ability with a high level of accuracy and attention to detail. 
· Experience of processing payments and managing financial transactions. 
· Ability to identify, investigate and resolve financial discrepancies. 
· Good understanding of financial controls, governance and compliance requirements. 
· Strong analytical and problem-solving skills. 
· Excellent organisational skills with the ability to manage multiple priorities and meet deadlines. 
Effective written and verbal communication skills. 
· Ability to build and maintain positive relationships with internal and external stakeholders. 
· Proficient in Microsoft Excel and financial management systems. 
· Ability to maintain accurate records and produce reliable financial information. 
· Discreet and professional approach to handling confidential financial and personal information. 
· Strong customer service and stakeholder support skills. 
· Ability to work independently and as part of a team in a fast-paced environment.
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Being

brave

We are creative and confident,
empowering the people we
support and our teams to
achieve amazing things

Making things
happen

We get the most out of
every day and celebrate our
achievements and success

Valuing
everyone

We value the unique talents
of every individual and work
together to help everyone
achieve their full potential





