[image: image1.jpg]Niz

Waltham Forest







[image: image1.jpg]

	Role Title
	Revenues Inspection and Valuation Officer

	Job Family
	Finance and Governance 

	Competency Level
	All Colleagues

	Pay Range / Scale
	Grade SO1 

	Purpose
To undertake inspections of commercial and domestic properties in the borough to establish correct liability/ rateable occupation for Council Tax and Non Domestic Rates thus ensuring that:

· New properties nearing completion and changes to properties are reported to the Valuation Office Agency in a timely manner
· All discounts, exemptions and reliefs are properly applied and the integrity of the rating and valuation list properly maintained to maximise yield and growth of the Council’s local taxation databases. 



	Generic Accountabilities
	End Results/ Outcomes

	Deliver a specialist aspect of service delivery, which engages customers / stakeholders and enables them to make effective use of the service.


	The service is delivered to the quality, organisational and professional standards required 

Customer / stakeholder expectations are managed in relation to what can be delivered.

The service meets organisational requirements and reflects customer / stakeholder requirements / needs, within organisational constraints.



	Maintain all required records and information. Analyse and interpret complex information, for input into reports.
	Procedures are adhered to and all information is correctly recorded and processed.
Accurate, complete and relevant information / records / reports are provided for internal and/or external use. 

	Develop specialist documents / materials / activities to support / promote the service area.
	All materials / activities are delivered to the required standards and timescales.

Communications are clear, well planned and effectively targeted.

	Provide advice and guidance to colleagues, customers and stakeholders. Manage escalated or complex customer issues within the specialist area.  
	Expert advice, information and support are provided on the full range of issues within the field of expertise.

Queries / complaints are effectively managed.  

Appropriate action is taken to resolve the issue.

Customers are satisfied.

	Maintain information systems which support the specialist area. Contribute to the development of these systems.
	Changes to systems, are identified and recommended.

Systems meet operational requirements.

	Work closely with others to clarify changing customer / organisational requirements.
	Customer requirements are identified and documented.

Improvement opportunities are identified and recommended.

	Develop good working relationships, develop community links and communicate effectively with internal / external organisations / partners and stakeholders. Represent specialist area internally and / or externally.
	Specialist work area reputation is maintained or enhanced.

Stakeholders are engaged with activity relevant to them.

Positive feedback is received from stakeholders.

Best practice is shared.

	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 

	Ensure the necessary standards relating to safeguarding best practices/protocols are effectively communicated, monitored and maintained as relevant within the scope of this post.
	Safeguarding standards are monitored and maintained in compliance with Council policy 


	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.


	Job Specific Accountabilities:
	End Results/ Outcomes

	Carry out inspections, other  investigations and proactively monitor the status of properties within the borough to establish liability and determine any reduction entitlements

	Completion and statutory notices issued correctly and promptly existing and new properties are reflected promptly on the local lists
Alterations identified such as splits, mergers and deletions and reported to the Valuation Office Agency
Liaison with construction staff, other Council departments, developers and the Valuation Office Agency as required
Appropriate discounts, exemptions and reliefs identified and awarded

Comprehensive statements provided to Valuation Office Agency

Court or Tribunal attended on behalf of the council to give advice to customers’ on liability or payment matters or as a witness  
Computer system updated with the outcome of inspections 

	Update the Council’s records to reflect the Valuation office records as detailed in the schedule of alterations and such other work to maintain the Council Tax and Non Domestic Rates databases
	Accurate and up to date database is maintained at all times.
Valuation Office Agency updates monitored including Billing Authority Requests and No Actions.
Liaison with internal departments e.g. Planning and Regeneration teams to obtain information.

Review and investigate existing and new rates avoidance schemes

	Maximise income from New Home Bonus 
	Proactively monitoring empty Council Tax properties
Correct long-term empty charge applied to accounts

Properties no longer empty billed appropriately

	Advise customers on all issues relating
to Council Tax, Business Rates,

Housing Benefit Overpayments and

BIDs, including making payment

arrangements
	Specialist information and advice  given to debtors by telephone, face to face or in writing in line with the Data Protection legislation, Revenues/ Benefits Legislation and Council policies.
Suitable arrangements for payment of debts made in line with arrangements policy and taking into account the means and circumstances of customers.
All decisions are evidence- based and recorded on the correct systems.

	Tracing debtors and Change in Circumstances


	Relevant sections notified of changes in circumstance and/or suspicions of potential fraud, which may affect liability, eligibility of reliefs, HB and CTS, recovery action or any other relevant action.
The Revenues tracing procedure is followed at all times. 
Full use is made of external tracing databases.

	Participate in ad hoc projects and personally serve documents on behalf of the service 
	Properties visited to establish use and / or the make-up of household for discounts, exemptions and reliefs reviews.
Documents served such as bills, reminders, summonses and bankruptcy petitions

	Carry out site visits for any Section 44a claims 
	Liaison undertaken with any rating agents 

Reports produced for approval
Decisions made using legislative knowledge on entitlement to reductions, liability and valuation.


	Nature of Contacts 

	Key contacts are internal and external customers/stakeholders

Will involve direct contact with members of the public including dealing with challenging situations where influence may be needed.

Deal with people at all levels confidently, sensitively and diplomatically.


	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements. 

Usually 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 and legislative policies and procedures 
Responsible for meeting performance standards within a policy framework and regulatory guidelines.
Visits are planned and carried out using the most economical route to provide efficiency and maintain accurate record of visit times and route.

Occasionally the post will be expected to work from other locations
Attend court and valuation tribunals as required in a witness capacity and to give advice to customers. 



	Key Facts and Figures




	Resourcing

	Budget Responsibilities: None


	Supervisory Responsibilities: None


	Knowledge, Skills and Experience 

	Experience of:

· liaising and/or working with the general public, other organisations or agencies

· using IT systems for analysing, inputting and extracting information

· using a Revenues processing and Document Management systems
· handling all types of Council Tax and/or Business Rates and/or Housing Benefit Overpayments liability, billing and recovery matters

· collecting Council Tax and/or Business Rates and/or Housing Benefit Overpayments debts in a Revenues and Benefits Service
Knowledge:
· Comprehensive knowledge of Council Tax and/or Business Rates and/or Housing Benefit Overpayment legislation

· Some knowledge of Case law relating to liability appeals or HB Overpayments

· Knowledge of Housing Benefit and other welfare benefits.

 Skills / Aptitudes
· To work flexibly and to make detailed and accurate numerical calculations

· To analyse and evaluate complex legislation, identify key issues and reach logical conclusions

· Ability to deal with customers and external agencies face to face and by telephone in a polite, courteous and friendly manner

· Ability to produce clear, concise and well-structured written work

· Demonstrate ability to support and advise staff on complex issues and cases

· Ability to take ownership and manage own workload, work methodically to meet or exceed targets and deadlines

· Ability to use your initiative and assist managers in changing working practices

· Ability to train others on revenues and systems policies and procedures
· Able to Identify issues and raise and develop ways of improving service delivery and collection to achieve continuous improvement

· Demonstrate ability to interpret legislation, develop policies and working practices

· Demonstrate ability to collate and analyse statistical information 



	Indicative Qualifications

Numeracy and literacy qualification e.g. GCSE English and Maths or equivalent.

Relevant professional qualification such as IRRV Technicians
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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