WOKING BOROUGH COUNCIL

JOB PROFILE

JOB DESCRIPTION
Job Title 


Revenue Officer (Recovery)
Linked Grade:

W1 – W3


Team:                       

Revenues, Benefits and Customer Services


Function: 

Council Tax and Business Rates
Responsible to:

Senior Recovery Officer 
Job Purpose:
To be responsible for all aspects of the administration of council tax & business rates recovery.
Key Area: 
US - An Innovative, Proactive and Effective Council

· We will look ahead and along with our partners to seek opportunities to shape and improve the services provided to the community.
· Communicating well, listening to the community and working with others to deliver services efficiently and effectively.
· Developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services

· Giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.

Generic Responsibilities:
· To provide the service in accordance with the Council’s vision & values statements.
· To work effectively with colleagues in delivering a superior service through excellent team working and good communication.
· To provide excellent customer service.
· To work in a flexible manner and be willing to undertake other duties as reasonably requested, including outside of office hours.
· Adoption and development of new ways of working.
Main Tasks:
· Ensure the recovery cycle is followed and completed for all stages of recovery, including post liability order action.
· Process and monitor post liability order action: bailiff referrals and reviews, insolvency, charging orders, and other actions, as required.
· Represent and support the Council at court. This includes liability order hearings and penalty notice applications. 
· Liaise with external bodies such as bailiffs, bankruptcy solicitors, insolvency practitioners, trace agencies, credit agencies, and valuation officers, as required.
· Conduct office and telephone interviews and deal promptly and courteously with all forms of communication with the public, in accordance with the Council’s Customer Care Code and other agreed guidelines.
· Ensure that the Council’s recovery policy is adhered to. 
· To assist, as required, in activities relating to the collection of council tax and business rates.
· Any other duties at a level appropriate to the post, as requested by the Business Manager, Revenues Team Manager or Senior Recovery Officer.
PERSON SPECIFICATION

Job Title: Revenue Officer (Recovery)
	Criteria
	Standard
	E/D
	Measure

	
Education & 
training
	· Good general level of education
· GCSE Maths & English (or equivalent)
	E
E

	A
A


	
Experience
	· Good knowledge of Council Tax & recovery cycle, particularly post liability order actions  

· Local Authority experience
· Understanding of Council Tax legislation

· Understanding of Business Rates legislation

· Experience of attending courts in connection with Council Tax and Business Rate recovery
	E
E
E

D
D
	A / I
A / I

A / I

I
I

	
Special Skills
	· Good interpersonal skills
· Good numeracy skills
· I.T. literate including Word and Excel
· Can communicate effectively both verbally and in writing
· Ability to deal with customers tactfully but assertively
	E

E

E

E

E
	I
I
A / I

A / I

A / I



	
Motivation
	· Commitment to provision of a high-quality service
· Abe to work to deadlines
· Able to deal with changing circumstances
· Able to work with minimum supervision
	E

E

E

E
	A / I

I
I
A / I



	
Personality
	· Confident
· Thorough
· Ability to work in sometimes difficult circumstances
· Team worker
· Discreet and tactful
	E

E

E

E
E
	I
I
A / I

A / I

A / I


Key: 
E = Essential, D = Desirable, A = Application, I = Interview
Candidate Screening:

Rehabilitation of Offenders Act 1974 applies

Disclosure and Barring (DBS) check: not required
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Woking Borough Council Role Map

Job Title: Revenue Officer (Recovery)

Team: Revenues, Benefits and Customer Services
Function: Council Tax and Business Rates

	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1


Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level.
