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	 Job Title
	 Junior Accounts Assessment Officer


	 Grade
	 Grade 2

	 Starting salary
	 £28,250


	 Employment type
	 Full time, fixed term (maternity cover)

	 Directorate
	 Corporate Services & Accounts

	 Department
	 Accounts

	 Location
	 Edinburgh/Hybrid


Information about the role
The Accounts Assessment team is a busy operational area responsible for managing a substantial caseload that requires scrutiny, sound judgement and effective decision-making.
In this role, you will assess outlay claims in line with relevant legislation, policies and guidance, ensuring accurate payment decisions and the timely processing of claims through our financial systems. You will review supporting information, make informed decisions and resolve issues arising throughout the claims assessment process while meeting agreed performance standards.
A key part of the role involves communicating and negotiating with solicitors to resolve payment and claim-related queries. This requires regular contact with solicitors by telephone and in writing, building positive working relationships while ensuring compliance with legislative and policy requirements.
Reporting directly to the Team Leader, you will work closely with the Senior Assessment Officer to support the efficient delivery of the team's objectives and contribute to the effective management of the team's workload.
Main duties and responsibilities
· Manage your workload effectively, prioritising allocated outlay claims and associated correspondence to meet agreed performance standards.
· Assess solicitors’ interim outlay claims, applying judgement in line with relevant legislation, policy, guidance, fee tables and case information
· Review claims to ensure all required information and supporting documentation have been provided, requesting further information where necessary
· Process payments accurately within agreed timescales and delegated authority limits
· Communicate and negotiate with solicitors to resolve queries and reach agreement on assessed or restricted claims
· Maintain compliance with GDPR requirements and promptly report any potential data breaches 
· Identify and refer potential Subject Access Requests (SARs) and Freedom of Information (FOI) requests in accordance with SLAB procedures and statutory timescales.
Person specification
You will be asked in your personal statement to provide evidence as to how you meet the essential and desirable criteria listed below:
Essential criteria
· Ability to manage deadlines, prioritise tasks and a substantial workload whilst maintaining accuracy and attention to detail
· Good written and verbal communication skills
· Good interpersonal skills and the ability to work effectively as part of a team
· Demonstrable ability to use judgement and follow procedures, guidance and instructions when making decisions
· Ability to understand and apply legislation, policies and guidance relevant to the role, with support and training where required
· Good numerical skills and ability to undertake calculations accurately
· Good IT skills and experience working with M365 packages, in particular Teams, Excel, Word and Outlook
· Flexible and adaptable approach to work, with willingness to learn and develop 
· Ability to work with a high degree of confidentiality and handle sensitive information appropriately. 
Desirable criteria
· Experience working in a legal environment, SLAB or other professional work environment
· Understanding of public sector or local government work culture.
Qualifications
Applicants must hold a minimum of three National Qualifications (or equivalent) with one in English and another subject demonstrating numerical ability, such as Mathematics, Accounting & Finance, Bookkeeping, Statistics, Physics or Science. For National 5 and Standard Grades, grades 1-3 are required. For Ordinary Grades, grades A-C (1-3) are required. Equivalent qualifications will be considered. Relevant work experience demonstrating equivalent skills and knowledge may also be accepted.
Competencies required
In addition to the essential and desirable criteria above, the following competencies are also required for the role.
Self-awareness 
· Responsible for personal behaviour and accountable for own actions, health and wellbeing
· Aware of personal strengths, takes pride and responsibility for performance at work and is responsive to constructive feedback
· Adaptable, contributes to and embraces new ways of doing things, seeking the support of others when needed
· Identifies personal development needs and actively manages own Personal Learning Plan.
Teamwork  
· Knows and understands the contribution the team makes to SLAB’s performance and operational plans
· Can be relied on to deliver agreed personal objectives and is aware of how their work connects with the work of others
· Maintains good working relationships with colleagues, valuing their diversity and contribution, and is open to different points of view 
· Contributes views, ideas and experience to improve the team’s performance, offering and/or seeking practical help when necessary.
Customer service 
· Knows and understands internal and external customers and how their role fits into SLAB and the wider public sector
· Understands customer needs and expectations and responds in a helpful and professional way
· Builds positive working relationships with customers and works to agreed timescales and quality standards
· Takes responsibility to review and improve customer service, listening to and acting on feedback.
Information management  
· Uses a range of corporate systems and is aware of security and organisational procedures
· Accesses, manages, stores and retrieves information through effective use of SLAB Information Systems
· Shares and presents information of all kinds in an appropriate format accurately and on time
· Contributes to the continuous improvement of Information Management Systems.
Communications and engagement  
· Contributes views, ideas and experience, identifying appropriate methods of communication and target audience
· Identifies and sources information to produce accurate numeric work and concise, well-structured written work using SLAB guidance
· Verbal communication is confident, contributing ideas clearly and concisely
· Inquisitive and actively listens, responding appropriately and using clarifying questions to test understanding.
Starting salary
This job is Grade 2 within SLAB, which currently has a starting salary of £28,250. The current maximum of the Grade 2 scale is £30,780, payable after five years, assuming standard progression through the grade. Progression is subject to satisfactory performance. 
These figures are based on SLAB’s current pay position which covers a three year pay period from 1 April 2024. Any future salary increases after 31 March 2027, either because of pay progression within Grade 2 or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, SLAB’s negotiations with the Union on pay reviews and SLAB’s pay policy.
Working pattern
The standard working week is 35 hours, totalling seven hours each day. Flexible work may be available but should be discussed.
If you are applying for a full time position on a part time basis (less than 35 hours per week), please give details of the number of hours and pattern of part time work you would be interested in. 
Other information
The permanent place of work is located at: 
Thistle House, 91 Haymarket Terrace, Edinburgh, EH12 5HE.
At SLAB, we have adopted a hybrid working approach that gives employees the flexibility to choose where they work, considering individual needs, business requirements, and job roles. We recognise the importance of supporting a healthy work–life balance and offer flexible working arrangements to help employees achieve this.
If you wish to learn more about us and our direct services, please visit our website.
Please note that this information is provided for guidance only and does not form part of the conditions of employment.
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