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	Role Title

	Revenues Officer (Council Tax, Business Rates and Housing Benefit Overpayments) 

	Job Family
	Revenues and Benefits

	Location
	Revenues & Benefits Service 

	Scale

	Scale 5 / 6 / SO1

	Purpose
To accurately establish liability, bill, enforce and collect Council Tax, Business Rates and Housing Benefit overpayments. 

	Generic Accountabilities
	End Results/ Outcomes

	To ensure that the Council's vision, values and strategic aims are achieved in the delivery of the relevant service.
	Represent the Council in a professional manner at all times.
All policies and procedures are complied with.

	To carry out allocated work to the required
Standard and contribute to the continuous

improvement and development of the service


	Work complies with all policies and procedures that are applicable to the role
Clear, accurate information is provided via the most appropriate channel. 

Decisions taken are informed by up to date, accurate information and legislation.

Actions taken are appropriate to the known circumstances.

	To maintain effective and harmonious 

working relationships with colleagues

and contacts including key partners, 

service providers, stakeholders and

 the wider community
	Consult and communicate effectively with all 

contacts relevant to the operation of the work of the

Service
Attend forums relating to Revenues and Benefits matters

relevant to the work of the post as required

	To be jointly responsible for Health and

 safety in conjunction with other

staff and managers within the unit
	Work is carried out in a way that is safe and without risk to health and wellbeing of self, colleagues and clients.

	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. This includes Equal opportunities and equalities standards, Data Protection,  performance and discipline and other Council procedures and standards

	To use effectively and appropriately the

Information Technology and manual 

systems operated within the Service
	Systems operated within the service area are updated correctly and according to the requirement of the role.
Statistical data is kept where relevant for key tasks

	Job Specific Accountabilities:
	End Results/ Outcomes

	To have and maintain a good knowledge of Council Tax and/or Business Rates legislation, law and practice and any  other related legislation 
	Detailed knowledge of Local Government Finance Act 1992

Council Tax (Administration and Enforcement) Regulations 1992

Tests undertaken to measure knowledge.

	Housing Benefit legislation law and practice and related legislation 


	Detailed knowledge of Overpayment recovery legislation

Knowledge of the DWP recovery guidance notes

Knowledge of housing Benefit and Council Tax Support legislation and welfare benefits

Tests undertaken to measure knowledge

	To organise and prioritise own workload to meet deadlines and targets


	Work loads are monitored and regularly reviewed against agreed work plans. All cases are dealt with in accordance with the Revenues procedures and targets are maintained.


	To Establish liability for Council Tax and/or 

Business Rates and advise on cases where

 there may be a potential entitlement to 

discounts, exemptions, reliefs, liability 
reductions or any property changes.
	To ensure that the collection of Council Tax and Business Rates is done in accordance with relevant legislation.

Any possible changes or alterations to properties are verified and recorded without delay

	To 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 or Business Rates database as required
	An accurate and up to date database is maintained at all times.

	Collection and Enforcement of Housing Benefit Overpayments, payment to wrong persons, administration  penalties and civil penalties                                                     
	Collection and enforcement is carried out in accordance with relevant legislation and internal policies and procedures
Invoices and reminders issued promptly

Bulk schedule deductions in place

HB deductions set up

Arrangements negotiated

	Respond to general enquiries from all 
communications channels from customers,

landlords, agents, other council departments

and external agencies
	Clear, accurate information is provided via the most appropriate channel. 

Decisions taken are appropriate and informed by up to date, accurate information and legislation.
Enquiries are dealt with within the turnaround times

	Cash, Refunds and write offs

	To raise, collate check and process Direct Debit Bacs lists
and invoices as appropriate

Identify incorrect allocations of cash on accounts or where overpayments have occurred
Process/Authorise refunds where required and relevant to

grade
To recommend write off of debts where full tracing has 
been exhausted
Policies and procedures are followed and corrective action
 is taken where discrepancies are found.

	To carry out ad hoc visits to residents and or 

businesses in the borough in connection with outstanding Council Tax, Business Rates and 
HB Overpayments as required
	Identification of changes in use of a property or establish
changes to make-up of household to ensure correct liability.

	To interview and advise members of

the public on all issues relating to Council 
Tax, Business Rates, Housing Benefit

Overpayments and BIDs
	Advice is given to debtors at the council offices and at 
Court in line with  the Data Protection Act, Revenues and
Benefits Legislation and Council policies.
Agree suitable arrangements for payment of debts taking
 into account the  means and circumstances of Individuals/businesses
All decisions are evidence- based and recorded on

the correct systems.

	To investigate, draft and monitor replies to customers' Appeals relating to Council Tax and Business Rates
	All, appeals responded to within prescribed timescales. Full, clear and concise outcomes are determined and provided to the customer.

	Tracing 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.

	Attend court or Tribunal on behalf of the council as required.    


	Give advice to customers on liability or payment matters. 
Attend as a witness at tribunals as required.


	To identify, refer and monitor cases for County Court Judgement/Orders where the correct criteria has been meet.
	To ensure regular payments are being received.

To attend court when required for outcomes.

To make sure accounts are up to date and all correct action is being done

	Monitoring Enforcement activities 
	All action taken in accordance with agreed recovery policies and procedures for Council Tax, Business Rates and Housing Benefit Overpayments
To decide on and progress cases to be passed to and 
from the Council’s Enforcement Agents, DWP, Employers,
 and the internal court team taking account of the whole 
debt and ensuring that any extensions of holds or 
discounts are verified with the correct evidence
EAs advised of any adjustments without delay, and advised on whether removal of goods appropriate.
Ensure that AOEs and AOBs are set up and  that regular

payments are received

	To undertake other duties as may be 

required in any section of the Revenues and 

Benefits Service
	Other duties will be allocated by a senior officer or 

manager and tasks should be completed according to

 instructions given.

	To assist with staff training of Revenues officers and other council departments.
	Training plans developed and training facilitated and delivered as required.


	Nature of Contacts 

	Typically involves supporting internal and external customers


	Procedural Context

	Reports to: Revenues Team Manager 

Works within laid down procedures but needs to use initiative to address day-to-day issues which arise without always referring to others.

Decisions will be made based on Revenues Procedures
Provided with a clear framework of objectives, targets, standards and procedures, responsible for professional advice, assessments or referrals. 
Commitment to the Council’s Equal Opportunities Policy and acceptance of their responsibility for its practical application.


	Resourcing

	Budget Responsibilities:  Nil
Supervisory Responsibilities: Nil


	Key Facts and Figures

	DBS disclosure will be required for Housing Benefit Overpayment Officers 


	Competency Level:  All Colleagues

	Knowledge, Skills and Experience

	EXPERIENCE

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

· Experience in the use of IT systems for analysing, inputting and extracting information
· Experience of letter writing using plain English
· Experience of using Academy and/or Comino Document management systems, or any similar systems

· Experience of using business software for email, word processing and spreadsheet

· Experience of handling all types of Council Tax and/or Business Rates and/or Housing Benefit Overpayments liability, billing and recovery matters
Scale 6 and Above  (additional) 

· Significant experience of having worked in an office environment collecting Council Tax and/or Business Rates and/or Housing Benefit Overpayments
KNOWLEDGE
· Good knowledge of Council Tax and/or Business Rates and/or Housing Benefit Overpayments

· Knowledge of Housing Benefit and other welfare benefits.
Scale 6 (additional)

· Comprehensive knowledge of Council Tax and/or Business Rates and/or Housing Benefit Overpayment legislation
S01 (additional)

· Comprehensive knowledge of Council Tax and/or Business Rates and/or Housing Benefit Overpayment
· Some knowledge of Case law relating to liability appeals or HB Overpayments
SKILLS / APTITUDES

· Ability to work flexibly as a member of the team demonstrating commitment to colleagues, team objectives and collaborative working opportunities

· Ability to make detailed and accurate numerical calculations
· Ability 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
· 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
Scale 6 (additional)

· Demonstrate ability to assist with staff induction and support and mentor other members of staff
· Demonstrate ability to train staff on revenues and systems policies and procedures
· Demonstrate ability to support and quality check the work of other revenues officers
· Demonstrate ability to interpret legislation, develop policies and working practices
· Demonstrate ability to advise staff on complex issues and cases
· Demonstrate ability to collate and analyse statistical information 

SO1  (additional) all areas

· Ability to train staff in the use of IT systems, Revenues legislation,  customer care and anything else which aids the effective billing and collection of Revenues

· Ability to use different training methods to meet different learning styles

· Able to support the Revenues Team Manager in the organisation and management of the team workload

· Able to deal with call escalations

· Able to Identify issues and raise and develop ways of improving service delivery and collection to achieve continuous improvement

· Able to order one Cards and link to appropriate debt type as and when required
SO1 additional - Council Tax only

· Able to investigate liability disputes and assess and respond to appeals prior to Valuation Tribunals

· To monitor, maintain and compile statistical information for the Single Person Discount

· To supervise liability order court attendance which includes:

· Arranging travel to and from court 

· Organising customers to be seen. 

· Be first point of contact for customers

SO1 additional - Business Rates only

· Able to investigate liability disputes and assess and respond to appeals in preparation for Liability Order and Set Aside hearings

· Check complaint list for liability order hearings and liaise with the court team appropriately

· To supervise liability order court attendance which includes:

Arranging travel to and from court 

Organising customers to be seen. 

Be first point of contact for customers
SO1 additional - Overpayments only

· Prepare paperwork for Court Team to present at County Court for any hearings or disputes

· Monitor and maintain statistical information for cases passed to Debt Collection agency.

	Indicative Qualifications

	· English and Maths Qualification (GCSE or equivalent Grade C or above), or relevant experience
· IRRV Technician

	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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