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JOB DESCRIPTION


	1.
	POST DETAILS
	

	
	Department	: Resources
	Post Title	Senior Exchequer 	Services  Officer (Income)


	
	Division	:  Financial Services
	Post No. 	: B 0638


	
	Section	: Exchequer Services
	Working Hours	:  37 a week


	
	Grade	:  9/10

	Work Base	:  Civic Centre, Addlestone

	
	Prepared by	:  Lynda Parry

	Date		:  February 2019

	2.
	ORGANISATIONAL RELATIONSHIPS
	

	
	Reports to	: Exchequer Services Manager

	Directly Supervises 
Exchequer Services Officer x 2.5 FTE
Exchequer Services Assistant x 1.5 FTE
Debt Collection Officer 1 FTE


	3.
	RESPONSIBILITIES FOR RESOURCES

	
	

	4.
	JOB PURPOSE / OBJECTIVES
1. To manage the sundry debtor and income service, invoicing and collecting all monies owed to the Authority (excluding Housing Rents, Council Tax and Business Rates), including the recovery of debts through the County Courts.
2. Ensure that all cash, cheques and other payments are received safely and allocated correctly.
3. Ensure that all aspects of the work comply with relevant statutory requirements, professional Codes of Practice, financial regulations and standing orders.



	5.
	MAIN DUTIES OF THE POST
	Frequency

	
		Debt recovery
1. Responsible for the Debt recovery service, ensuring that billing, collection and recovery of debts are undertaken in a timely and professional manner and adhering to the procedures.
2. Undertake a daily recovery run and allocate debts to for doorstep collection or prepare of debts for legal action.
3. Prepare debts that remain unrecovered after the recovery process has been exhausted for Legal Action by obtaining all relevant proof and issuing the pre claim letter.
4. Set up and attend regular liaison meetings with departments that have a large volume of debts or where the debts are difficult to recover.
5. Allocate, monitor and record work for the Debt Collection Officer.
6. Maintain the debt recovery diary
7. Assist with the creation of credit notes and refunds.
8. Investigate the unpaid direct debits and decide on how to recover the missed instalment.
9. Investigate and prepare debts for write off
10. Close down and balance at the end of the month and roll over to next month. 
11. Generate the monthly, quarterly and annual invoices and ensure that they are printed, checked and dispatched.
12. Update the periodic accounts  with the new fees and charges and arrange for the printing and dispatch of the new year invoices
13. Provide regular and up to date reports and management information by using data from the Total Finance system and presenting it in a format that enables senior managers to monitor their respective debts.
14. Assist with the recovery of Housing Benefit debts during the absence of the Exchequer Services Officer (benefits).
15. Assist with the recovery of debts during the absence of the Exchequer Services Officer (debtors)
	

Daily

Daily
Daily



Daily 
Daily
Daily
Monthly

Monthly
Monthly
Monthly

Annually
As required

As required

As required


	
		Income Team
16. Supervise the Income Service team ensuring that cash, cheques and other payments are received and allocated correctly and that the daily suspense is up to date.
17. Maintain PCIDSS compliance and introduce and maintain compliance of other industry standards introduced for Museum and Mobile terminals Merchant ID numbers and assist with the Internet, MOTO and Kiosks compliance.
18. Train relevant staff on new PCIDSS requirements and undertake periodic refresher training.
19. Ensure cover for Income Services during annual leave / sickness.
20. Monitoring of the cash collection contract and escalate queries/refunds when required.
21. Balance the suspense account (RFSI6299) and check that it is being monitored and payments allocated. 
22. Set prices and maintain the screens on the Council kiosks 
23. Undertake the reconciliation of Allpay and Cardnet statements and authorising for payment.
24. Undertake a check of kiosk cash against spreadsheets and undertake periodic till checks.
25. Undertake the income allocation work in the absence of the Exchequer Services Officer (income)       
	

Daily

Ongoing


Annually

As required
Ongoing

Monthly
As required
Monthly

Monthly

As required


	
	
IT systems

26. Act as system administrator for the Income Management System, identifying improved use of the system and investigating new payment methods coming onto the market and ensuring the PCI DSS compliance is maintained.

27. Set up new users, funds and payment types as they arise and check the security and activity logs daily.

28. Develop Internet Payment forms as the need arises and maintain them to ensure they have the correct prices and latest information.

29. Develop the use of Total Finance by identifying improved use of the functionality available within the system and improvements to management reporting, to ensure that the system effectively meets the needs of Budget Managers and achieves best value.

30. Ensure that new software releases are quickly and correctly tested and implemented

31. Automatic workflow is to be introduced to the debt recovery team, assist with the introduction and undertake the allocation of work.
	



Ongoing




As required



As required




As required then daily

	
	
Other duties

32. Provide proactive and responsive advice to support senior management in the provision of their services. 
33. Assist with the collation of information for Freedom of Information requests.
34. Develop and maintain procedure notes for all activities by updating them to take account of new circumstances and for improvements in order to achieve best value in the administration of these schemes.
35. Ensure the team complies with the GDPR legislation and monitor new document types for their compliance.
	


Daily


As required


As required


	
	
Management of Staff and Resources

36. Direct the exchequer services section in all aspects of their work by giving advice as required and making judgements about the calculation and presentation of data.
37. Undertake effective staff management, including performance appraisal and the identification of training and development needs, to ensure that staff are working effectively towards agreed objectives and to aid succession planning.
38. Build good people management into normal working practice including identifying the training and development needs of all staff within management control.
39. To comply with Runnymede’s core requirements of managers (attached to this Job Description).

	



Daily


When required



Ongoing


Ongoing

	
Any other duties and responsibilities that may be reasonably allocated from time to time as necessary.

The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties and responsibilities may change from time to time to meet the requirements of the service. Any such changes will be incorporated in a revised Job Description and, where appropriate, result in a re-evaluation of the grade of the post


	5.
	REQUIREMENTS OF POSTHOLDER

1.	The post holder must have exchequer related experience.  The post-holder will undertake continuous development to ensure that best practice is delivered within financial management activities to the benefit of the Council.  The post holder will identify innovative recommendations for the enhancement of effective corporate and operational financial management strategies, policies and procedures.

2.      The post holder must:
· Have a working knowledge of debt collection and/or bookkeeping 
· Have experience in a management position.
· Be familiar with modern information technology.
· Be able to communicate effectively, both verbally and in writing.
· Demonstrate a high degree of numeracy and accuracy
· Organise and prioritise workload to meet specific deadlines
· Support managers in meeting their financial responsibilities
· Be flexible in their approach to their duties


	6.
	TRAINING

1.      The appropriate training will be given to ensure that the post holder continues to update and develop professional knowledge required in this post.

2.      Training may also be considered to assist managerial development.




Signed and Agreed by

(1)	Employee 					(2) 	Supervising Officer



	Date							Date


(3)	Chief Officer					(4)	Head of Human Resources



	Runnymede Borough Council

Person Specification

Post: Exchequer Services Officer					Post No...
Completed by: Lynda Parry					Date: 18/03/2019

A  should be shown against each criterion to indicate whether it will be assessed from 
the application form (A.F.) or at interview (Int)

	Essential
	How 
assessed
	Desirable
	How
assessed
	
	

	Education & Training
	A.F.
	Int
	
	A.F.
	Int

	
	
	
	
	
	

	
	
	
	
	
	

	At least 5 GSCE’s or equivalent at grades A-C to include maths and English Language.

	✔
	
	
	
	

	Or considerable experience in the workplace.
	✔
	
	
	
	

	
	
	
	
	
	

	Experience & Knowledge
	
	
	
	
	

	
Must have experience in billing and collection of sundry invoices and /or working within an income team.

Must have experience of either managing or supervising a team.

Understanding of GDPR and how it affects your working environment.

	
✔

✔

✔





	
✔	

✔


✔



	

Knowledge billing and collection for of Sundry Debts.

Knowledge of PCIDSS would be an advantage.



	
✔

✔


	
✔

✔


	Personal Qualities/Personality

	
	
	
	
	

	
	✔
	✔
	
	
	

	Assertive yet maintain a good quality of customer care when dealing with our residents.

Makes appropriate decisions and able to work with the minimum of supervision.
	✔

✔
	✔

✔
	
	
	

	
Achieves objectives & targets
	
✔
	
✔
	
	
	

	Must be adaptable, organised and able to learn quickly.
	✔
	✔
	
	
	

	
	
	
	
	
	




	Essential
	How 
assessed
	Desirable
	How
assessed
	
	

	Skills
	A.F.
	Int
	
	A.F.
	Int

	
Must have negotiation skills to be able to negotiate instalment arrangements and obtain payment from unwilling debtors.

Must have a methodical and analytical approach to work.

Must have the ability to prioritise your workload as this role will also cover the Exchequer Services Manager in their absence.
	
✔


✔


✔


	
✔


✔


✔
	
	
	

	
Be able to liaise with other departments within the Council both in person and over the phone.
	

✔
	

✔
	
	
	

	
	
	
	
	
	

	Career Objectives
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Special Requirements
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