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Senior Finance Assistant 

	

	Job Family:
	Finance
	Line of Business:
	Support

	Reports to:
	
	Team size:
	

	Our Purpose & Vision

	For over 150 years, Simplyhealth has improved access to UK healthcare, long before the NHS existed. Today, as a certified B‑Corp, we continue to modernise in ways that matter deeply to our c.2.5 million members, our customers, and our people.
Our purpose is simple and ambitious: to improve access to healthcare for all in the UK. Through affordable health and dental plans, we help people manage their everyday healthcare needs and live healthier lives. With NHS pressures and the cost‑of‑living crisis making access to care harder, our mission is more critical than ever.
Our vision - We aim to democratise healthcare by making it more affordable and accessible for everyone in the UK.

	Your Role

	
The Finance BACS & Operations and Invoicing & Allocations teams are responsible for end-to-end payment and collection activity and associated controls, ensuring accurate invoicing and timely allocation of customer payments across our Healthplan, Dental and Dental Corporate products. The Senior Finance Assistant takes day-to-day ownership of operational delivery across these teams, acting as a deputy to the Team Leaders by prioritising workload, monitoring performance against SLAs, managing escalations and risks, and coordinating issue resolution with internal stakeholders. The role also drives continuous improvement by identifying process and control enhancements across all relevant systems and supporting processes, maintaining robust documentation, and supporting testing and change implementation to protect service quality and compliance.


The role holder will operate confidently within their remit, demonstrating strong technical capability and sound judgement in day-to-day decision-making. They will take ownership of their performance and development, setting and delivering personal goals and daily targets, identifying opportunities to improve quality, cost and efficiency, and actively seeking new learning. They will build effective working relationships with colleagues and stakeholders, remain open to feedback, and adapt their approach to different styles and perspectives. They will be a key contribute in meetings, raise concerns early, and escalate issues appropriately to protect service delivery and team outcomes. They will work to clear priorities within an agreed framework, manage a degree of ambiguity, and maintain a clear understanding of how their work supports wider business objectives.




	Key Responsibilities & Accountabilities:

	· 
· Deliver end-to-end collection and payment processes across all dental and healthplan platforms, and AUDDIS submissions, ensuring all files are processed accurately and by required deadline in line with agreed SLAs and Pay.UK BACS rules, ensuring accuracy, timeliness, and right-first-time outcomes across all activities.
· Execute Dental Capitation payment and collection day processing and supporting processess, completing  a monthly reconciliation ensuring differences are clearly logged, investigated, and resolved or escalated within agreed timescales.
· Process and support business payments, including BACS, cheques, card payments, and direct credits, meeting SLAs and maintaining clear and auditable records.

· Investigate and resolve complex payment, invoicing, and allocation queries, meeting response and resolution SLAs while maintaining a clear audit trail and safeguarding the client experience.
· Monitor daily team SLAs, proactively managing risks to delivery and ensuring effective prioritisation during peak operational periods.
· Act as the primary escalation point in the Team Leader’s absence or when required, providing day-to-day guidance, managing queries, and ensuring continuity during busy or business-critical periods.
· Maintain strong stakeholder relationships with internal teams and client companies, clearly communicating findings, decisions, and improvement actions in a professional and client-focused manner.
· Key contribute to leadership and team development, role-modelling high standards, supporting junior colleagues, and promoting a positive, proactive, “can‑do” culture.
· Uphold the highest professional standards, demonstrating integrity, resilience under pressure, accountability, and a commitment to continuous improvement.
· Proactively review finance procedures and system controls, keeping documentation current whilst maintaining accurate formats and version ID logs with the relevant approvals prior to publishing. Contributing to clean audit outcomes by evidencing compliance and control effectiveness.
· Support finance and business projects and process reviews as directed, delivering agreed actions to milestones and evidencing measurable improvements such as reduced processing time, fewer exceptions, and stronger controls.
· Leads and champions Quality Control across both the Bacs & Operations and Invoicing & Allocation teams, ensuring accuracy targets of 98%, consistent standards, and timely turnaround of reviews within agreed SLAs. 
· Oversees complex invoicing activity, including invoicing specials, renewals, manual billing, backdated changes, refunds, and write‑offs, exercising strong financial control and professional judgement. 

· Maintain and utilise Microsoft Dynamics 365 to support invoicing activity, including producing accurate event invoices via Cvent, processing customer fraud repayments, and raising Excel Accreditation invoices.




	Key Experience & Skills:

	  Experience working within a Finance team (desirable but not essential), with a strong focus on accuracy and meeting strict deadlines. 
· Strong Excel Skills with the ability to manage large volumes 
  Excellent written and verbal communication skills, able to convey information clearly and effectively to a range of stakeholders. 
  Confident, customer-focused business partner and trusted colleague, recognised for accountability, transparency, efficiency, and clarity. 
  Proactive and positive “can‑do” attitude with a strong commitment to delivering high-quality outcomes. 
  Collaborative team player with the potential to develop leadership capabilities. 
  Highly numerate, with the ability to work to a consistently high level of accuracy and attention to detail. 
  Able to work independently using own initiative, as well as collaboratively as part of a team. 
  Strong organisational and prioritisation skills, effectively managing multiple tasks and competing priorities. 
  Proven ability to work under pressure and deliver to challenging deadlines. 
  Logical and methodical approach to problem-solving and task completion. 
  Flexible and adaptable, willing to support a range of departmental activities while maintaining high standards of customer service. 
  Strong awareness of the importance of delivering a high-quality, customer-focused service. 
  Comfortable working across multiple systems, with strong proficiency in Microsoft Office, particularly Excel and Word (essential).


	Our Culture 

	
Simplyhealth’s cultural ambition can be summarised as doing the right thing: by its customers, its people, its communities and our planet.  It seeks individuals who have passion and energy, who believe in a commercial agenda but who also believe the outcome of Simplyhealth’s commercial endeavours can lead to a better life and a healthier planet. 


	Our Values 

	
	Courage and Curiosity
	Trust and Kindness
	All Together Healthier

	Creates a learning culture
	Develops our humility 
	Living our brand 

	· We are ambitious and push boundaries to deliver great results for our customers and our business 
· We speak up for what we believe in to make a difference and tell it like it is
· We have an intense desire to understand our customers, drive efficiencies and imagine new possibilities for our business. 
· We are hungry to learn and love to experiment, embrace change and seek out new ideas. 
· We are inquisitive, creative and always challenge the status quo.
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	· Trust is at the heart of everything we do. We act with humility and work hard to build trust with colleagues, customers and partners to get the best results.
· We have a legacy of selfless acts and will continue to enhance society, the health of our customers and the planet.
· We treat everyone as individuals, embracing diversity and inclusion.
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	· We are here to help others live their best lives. We are proud to develop healthcare solutions which meet the needs of our customers.
· We work together to innovate, driving and embracing change with growth mindsets so we can provide the best healthcare for our customers.
· We need to perform at the top of our game, and that starts with self-care. We invest in the health and wellbeing of all our colleagues, so we are always at our peak.
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· This is an Andover based role, with a requirement to regularly attend meetings at our Hampshire based head-office but we have a ‘smart working’ policy with flexible remote working
· Some UK travel and overnight stays
· Reasonable role and task flexibility expected 
· May be required to join other business activities or projects in other parts of the Simplyhealth Group
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