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	Role Title
	Revenues and Benefits Applications Specialist Officer  

	Job Family
	Revenues and Benefits 

	Competency Level
	Principal Officer

	Pay Range / Scale
	PO2

	Purpose

To work as part of a team of Application Specialist Officers within the Systems Support section of the Revenues and Benefits Service; supporting, specifying, testing and implementing all software necessary to deal with Housing Benefit, The Council’s local Council Tax Support scheme, Council Tax and Business Rates and associated areas.   

To ensure that all Revenues and Benefits systems work as specified in line with the current legislation and that all systems operate accurately and efficiently.  

To identify and resolve complex and technical system problems in relation to Revenues and Benefits information technology systems. 

To interrogate the Revenues and Benefits computer systems, to collate data and to provide statistical, analytical and performance information to senior management. 



	Generic Accountabilities
	End Results/ Outcomes

	Provide advice and make recommendations based on up to date knowledge and analysis / evaluation of information.

Manage escalated or complex customer issues within the relevant area.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.

Issues are managed through to a satisfactory conclusion.
Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.


	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and centres of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Manage a portfolio of Projects and Reviews.
Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.

	Job Specific Accountabilities
	End Results/ Outcomes

	To ensure the systems used by Revenues and Benefits calculate charges and benefits accurately, and produces clear documents.


	To set up all parameters, templates and processes on all systems used by Revenues and Benefits.

To input parameters for batch jobs.

To ensure that all system processes work efficiently for council tax, Business rates, Bids, housing benefit, council tax support, free school meals and the Social Fund.

To ensure all recovery documents are issued on time and that the housing benefit payment runs occur and payment files are generated.

To liaise with software suppliers, for specifying, testing, implementing new systems and programmes to meet changing legislation and needs.



	To ensure that  the complex and diverse legislation for Council Tax, Business Rates, Housing Benefit , Council Tax  Support, Social Fund , Free School meals, Freedom of information, data protection and other related areas is read and understood and changes made to systems as required.

	To interpret complex legislation and apply to systems used by Revenues and Benefits

To ensure that these systems reflect the legislation and that accurate testing of these systems is carried out

To ensure that the weekly UIFSM and quarterly FSM hub checks are carried out and produce mailshots for exemptions and changes

	To be pro-active in identifying complex and technical system problems in relation to Revenues and Benefits information technology systems.

 
	To identify and resolve complex and technical system problems and queries from users and to provide support and assistance. 
To exercise patience and understanding when dealing with these problems. 
To be able to explain the causes of the problems and how to overcome them in the future.

To ensure that technical interrogations of the various computer systems and interfaces are carried out in order to identify and resolve issues, provide Management information and to identify anomalies to maintain the integrity of the databases.



	Liaise with and instruct ICT over running of complex sequences of system jobs, and their all important timing.

Importing data to the document management system.


	To liaise with and instruct ICT over the running of new in house SQL scripts or new system Jobs.  This involves working out the parameters for the jobs, testing the jobs and explanations. Raise call for work requests as necessary.

To liaise with IT to ensure the files are available from the external sources i.e. bailiffs and documents are downloaded into the document management system.

To select, manipulate and test of data from core systems with a view to importing this data to document management system where it will generate correspondence and work flow items as per ad hoc requests from Revenues & Benefits teams.

To test and set up routines to import data files from external sources into all our systems, as either complete files for our document management system or as separate records into the core Revenues & Benefits systems. To investigate queries about existing routines or implement new ones.



	To plan and liaise with external suppliers and internal department and carrying out complex systems testing for mass calc, main billing

To ensure that the system reconcile within themselves for all Revenues and Benefits computer systems at 31st March / 1st April each year


	To plan, test, run and check mass calc and main billing for council Tax, Business Rates, Bids, Housing Benefit and Council Tax Support.

To carry out extensive quality and accuracy checking of the complex systems calculation, data presentation and documentation output from the Business Rates and Council Tax Main Billing, Housing Benefit and Council Tax Support. 

To plan, test, run and reconcile Council Tax, Business Rates and Benefits year end
To liaise and work with the Council’s external printing company to generate accurate and timely documents from our core systems to be posted to our customers for main billing, mass calc and throughout the year.


	To lead and implement on projects relating to the work of the service.

	To implement modules and patch fixes on Revenues and Benefit systems.

To write reports relating to projects or other associated work.

To provide detailed statistical and complex reports. To carry out complex accuracy checking of the output of reports.  To take follow up corrective action as required. To advise, deliver and explain to Users the achieved and predicted output.

To ensure that technical and system application support are provided to all users on the use of their applications including advice and guidance.



	 Develop automated digital solutions that integrate with back office systems. This typically involves routines to identify specific scenarios on core systems, sometimes errors or warnings and to generate related process tasks on our workflow system to ensure appropriate action or investigations happens.


	To ensure that all new modules and releases are tested and installed.

To ensure the web pages are up to date and edit where necessary.

To work with external suppliers to produce new forms and make changes on all e-forms used by Revenue and Benefits.




	Nature of Contacts 
Reports to the Application Support team leader.
Key contacts are high level internal and external contacts including contact with Councillors, Senior Officer level, Government Departments, Senior Private Sector stakeholders.
Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.
Deal with people at all levels confidently, sensitively and diplomatically.

	Procedural Context

	Act in accordance with statutory requirements and local policy and procedures.

Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.

Decisions will be made based on Council procedures.

Occasionally the post will be expected to work from other locations



	Key Facts and Figures
Working conditions:  
Opportunity to work from home and working in the office as and when required.
To be flexible and willing to work beyond normal working hours as required for mass calc, main billing and year end  

To attend as required Design Team, special interest groups or User Groups for all products used by Revenues and Benefits.


	Resourcing

Staff Management – Responsible for the Revenue and Benefit systems and contact management in the absence of the team leader.
Budgetary responsibilities – None.
Responsibility equipment – Ensure safety and security of Council owned I.T. equipment when taken off-site and, consequently the security of data accessible from that equipment.
 

	Knowledge, Skills and Experience
1. Knowledge

Knowledge of Council Tax, Business Rates, Housing Benefits, FSM, Social Fund and Council Tax Support legislation & procedures and/or council policy on local welfare provision.

Knowledge of Data Protection and freedom of information.

Knowledge of Housing Benefit payments regulations and legislation and direct debit guarantee rules.

Detailed knowledge of qbf, SQL and Myreports 
2. Skills

Ability to work to deadlines

Ability to use initiative and change working practices.

Ability to resolve and manage complex issues.

To communicate effectively verbally and in writing.

To have the necessary numerical skills for solving problems and reconciliation issues on the team.

To prioitise work and meet, maintain and exceed targets and deadlines.

3. Experience

Experience of working in a Revenues and Benefits environment.

Experience of prioritising workloads.

Experience of using a computerised system used for the administration of Council Tax, Business Rates, Housing Benefit and Council Tax Support.

Experience of using a Revenues and Benefits document management system.

Experience of using Microsoft Office.

Experience of resolving complex case and account corruptions.


	Indicative Qualifications
5 GCSE’s grade C or above which include Mathematics and English, an A level in mathematical/scientific subject or its equivalent from a recognised institution.
Candidates having relevant experience but without the academic qualifications are encouraged to apply.



	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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