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                                  POST DETAILS 3. RESPONSIBILITIES FOR RESOURCES 
    None 

1. DETAILS 


    Business Centre:      	Customer, Digital and Services 

    Post Title:        		System Development & Monitoring Officer 

    Division:  			Housing  Benefits 

    Post  No: 			B0512

    Grade:         		Sc  8/9 

    Work  Base:    		Civic  Centre 

    Prepared/Agreed  by:  	Ed Bowen 

    Date:  			November 2023 


2.  ORGANISATIONAL  RELATIONSHIPS 


    Reports  to:   			Technical Housing Benefit Manager

Deputising  Responsibility:  	Technical Housing Benefit Manager as  required 

Directly Supervises:        	Benefits System Analyst

    Indirectly Supervises: 		Technical System Analyst


 




4. JOB PURPOSE & OBJECTIVES 
Job Purpose 
· To be responsible for the day-to-day operational management of the Benefits System Analyst
· To quality check a sample of the work of the Housing Benefit Assessment Officers and Housing Benefit Advisers to correct human and system errors, provide effective training and procedure manuals.
· Maintain office procedures in light of legislative changes and working with the Systems Analyst, ensure the development of IT systems are fully tested and new procedures documented as soon as possible.
· Undertake work on Housing Benefit Subsidy Assurance by completion of subsidy workbooks including detailed manual calculations. Assist accountants, internal and external Auditors during the annual subsidy assurance audit with particular emphasis on explaining benefit calculations/payments in order to justify that payments have been made in line with Benefit legislation. 
· To deal with the more complicated claims in respect of Housing Benefit and Council Tax Support.
· Monitor the level of Housing Benefit overpayment, ensuring debts are recovered appropriately, timeously and efficiently. 
· Help deliver new projects, developing new working procedures and staff development. 
· To have a working knowledge of the Council Tax system. 
· To provide a  high  level  of  customer  service when  dealing with  enquiries from  the public via telephone, face to face and e-mail 
Objectives 
· To work with the Quality Assurance & Monitoring Team Leader achieving business transformation to support service improvement within Housing Benefits/Council Tax Support, challenging  existing service delivery models and championing new ideas to bring about positive transformation in service delivery and customer outcomes. 
· Help to ensure maximum synergies are achieved between Benefits, Council Tax Support and Council Tax to drive continuous improvement within the service. 
· To keep up to date with legislative and technical changes affecting Housing Benefits, Universal Credit, and Council Tax Support which impact on service delivery. 
· To help develop the Housing Benefits team to ensure that they are able to work flexibly by training in both Housing Benefits and Council Tax Support disciplines. 


5. MAIN DUTIES OF THE POST 
1. To assist with developing collaborative and constructive working relationships between the Benefits service, Customer Services, Revenues service and Housing. 
2. To lead on the implementation of all new releases for IT systems, ensuring they are fully tested and new functionality is rolled out to staff and documented in office procedures. To support and oversee the Benefit System Analyst on system implementations ensuring deadlines are achieved as directed by the Housing Benefits Technical Manager.
3. Provide operational support and technical guidance to the Housing Benefit System Analyst on day-to-day issues.
4. Sample check benefit claims as directed by the Quality Assurance & Monitoring Team Leader, ensuring the claim complies with the requirements for original documentation and the decision is correct.
5. Assist with the development and updating of training material for staff to maximise their effectiveness, where appropriate.
6. Initiate and participate in projects of a specialist nature which improve efficiency within the service area.
7. Monitor and maintain monthly and quarterly reports on performance, expenditure, caseload and statistical returns accurately and on time.  
8. To check the details of benefit claims, ensuring the claim complies with the requirements for original supporting documentation and the decision, revision or supersession has been completed correctly in line with statutory legislation, case law, Council policy and procedures. 
9. Help the team to achieve performance targets.
10. Develop and maintain procedures to ensure all applications for Housing Benefit or Council Tax Support are properly investigated, administered and reviewed having due regard for the Council’s subsidy claim and income streams. Where fraudulent claims are identified, take appropriate action including referring to the Reigate & Bansted Fraud Team as appropriate. 
11. To assist external and internal auditors with reports, access and data to safeguard the Housing Benefit subsidy.
12. Assist in the completion of Housing Benefit Subsidy returns and monthly monitoring to ensure the correct level of subsidy is claimed. 
13. Help maintain effective working relationships within the division and across other         departments of the Council 
14. Liaise  with  the  Department  for  Work  and  Pensions,  Citizens  Advice  Bureau  and  other external  partners  and  organisations  as  required 
15. Complete Employee Authentication Service requests, issue and undertake regular stocktake of current tokens. 
16. Assist the Housing Benefit Technical Manager with annual billing and uprating exercise in test and live, helping to ensure systems and processes are tested and in place in time for annual billing. Provide support and guidance to the Benefit System Analyst providing a clear demarcation of duties appropriate to grade and experience. 
17. Deputise for the Quality Assurance & Monitoring Team Leader and Senior Housing Benefit Assessment Officer as required. 
18. Assist the Housing Benefit Manager in the preparation and completion of Government returns as required.
19. Any other duties and responsibilities  that  may  be  reasonably  allocated  from  time  to  time 
General 
The  above  is  a  record  of  the  main  duties  and  responsibilities  of  this  post  at  a  given  date.  As necessary,  following  consultation,  duties  may  change  from  time  to  time  to  meet  the requirements  of  the  service. 
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Education & Training  

GCSE Maths and English or equivalent 

Excellent verbal and written communication skills, with  a strong customer focus



AF


AF





INT
IRRV technician or equivalent experience
AF

Job Specific Skills & Knowledge 

Experience in a similar environment

Ability to relay complex information clearly in relation to Benefits, 
verbally and in writing

Ability to make decisions in relation to Benefits entitlement, payment arrangements and recovery procedures etc. as appropriate.

Ability and willingness to help support and provide guidance, support and advice to less experienced staff

Relevant legislative knowledge

Knowledge of Windows based office package

Ability to deliver projects with written project documentation




AF


AF




AF






AF





AF


AF



AF






INT




INT






INT





INT


INT



INT
Experience of using NEC 
Revenues & Benefits software

Experience of HBAP Subsidy assurance

Experience as a Trainer


AF



AF


AF







INT








	    Essential                         
	How Assessed?
	    Desirable
	How Assessed?                            


	
	AF
	INT
	
	AF
	INT

	Personal Qualities/Personality

Confident, team player
Well-developed organisational skills

Attentive to detail

Approachable

Collaborative and constructive approach

Flexible and adaptable workstyle

Discreet and tactful

	


AF



AF



AF







	


INT



INT

INT

INT


INT


INT

	
	
	

	Team Working	

Be able to work as part of a team, willing to assist others, but also take responsibility for own work as required

	

AF
	

INT
	
	
	

	Skills
Good verbal and written communication skills

Good numerical reasoning

Ability to learn, understand and apply complex legislation as required

Ability to work under pressure and meet
Deadlines

Ability to deal with customers tactfully whilst
adhering to General Data Protection Regulations

A strong understanding of how to develop colleagues to maximise the effectiveness
	
AF


AF


AF




AF



AF




AF






	
INT


INT







INT



INT




INT
	
	
	

	Special Requirements

Ability to work with minimum supervision.

Commitment to the provision of a high-quality service
	

AF


AF
	

INT


INT
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2.  ORGANISATIONAL  RELATIONSHIPS 


 


 


 


    


Reports  to:   


 


 


 


Technical Housing Benefit Manager


 


 


Deputising  Responsibility:  


 


Technical Housing Benefit Manager 


as  required 


 


 


Directly Supervises:        


 


Benefits System Analyst


 


 


    


Indirectly Supervises: 


 


 


Technical System Analyst


 


3. RESPONSIBILITIES FOR RESOURCES 


 


    


None 


 


 




                                         POST DETAILS                   

1. DETAILS             Business Centre:         Cust omer,  Digital  and  Services           Post Title:             System  Development &  Monitoring   Officer            Division:         Housing  Benefits           Post  No:        B 0512          Grade:              Sc   8/ 9           Work  Base:         Civic  Centre           Prepared/Agreed  by:     Ed Bowen            Date:         November   202 3      
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