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Job Description

Job Title:		Revenue Officer		

Pay Grade:		W1 – W3	

Directorate:		Corporate Resources	

Team:			Resident Experience 

Reporting to:	Revenues Team Leader


Budgetary Responsibilities: N/A


Job Purpose:

To work in a team responsible for all aspects of administering Council Tax and assisting with the administration of Business Rates, to deal with customer queries and maintain accurate records.


Main Tasks:

1. Assist in all aspects of Council Tax billing, collection and recovery.

2. Answer incoming Council Tax and Business Rates telephone calls and in person queries.

3. Set up new Council Tax accounts for new liabilities and close accounts where liability has ended.

4. Determine whether or not applicants qualify for Council Tax discounts and exemptions.

5. Ensure decisions and procedures are in accordance with statutory legislation, case law and Council policy.

6. Process daily and weekly reports, which include daily cash reconciliation, Direct Debit prelists, Housing Tenant change of tenancy list and death lists.

7. Ensure a prompt response and courtesy in dealing with all forms of communication with the public in accordance with the Council’s Customer Care Code and other agreed guidance.

8. Maintain effective liaison with other service areas, authorities and agencies as appropriate.

9. Assist with the recovery of overdue Council Tax and Business Rates.

10.  Provide technical assistance and mentoring to colleagues.

11.  Any other duties at a level appropriate to the post as requested by the  Revenues Manager.

People Management: N/A

Service Management: N/A

Financial Responsibility: N/A

Other Responsibilities: 
· To undertake other duties which may arise or may be delegated from time to time, commensurate with the skills required for this post





Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation, T = Test

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Good general level of education.
· GCSE Maths & English (or equivalent). 
· Willing to work towards a job specific work based qualification upon successful completion of probationary period 
· Pursuing a relevant qualification.
· Knowledge of Council Tax and Business Rates.
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	Experience
	· Experience of Windows Word, Excel and Outlook 
· Local Authority experience. 
· Experience of Benefits.
· Can communicate effectively both verbally and in writing. 
· Able to converse at ease with customers and provide advice in accurate spoken English
· Able to work under pressure and to tight schedules and deadlines
· Able to plan and manage own workload with minimal supervision 
· Good interpersonal skills 
· Experience of the Academy Revenues and Benefits system. 
· Experience of Council Tax and Business Rates recovery
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	Special Requirements
	N/A
	
	





Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	Yes
	If yes, what level?
	Basic
	Is this a Politically Restricted Post?
	No
	Does this role have emergency responsibilities?
	No	Choose an item. 





Role Map

	Behaviour
	Level Required (1-4)

	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 (this will be attached as a document to each job advert).














	LINKED GRADE DESCRIPTORS 
	Behaviours from Role Map 

	Job 
Title 
	Team + grade 
	Duties/ responsibilities with reference to behaviours 
	Probable 
Qualifications 
	Indicative Experience 
	SofF
 

	LourP
 

	DforourC
 

	MCH
 

	Tand PW
 

	CO
 

	PM
 


	Revenue
Officer 
	W1-W3
	To progress to the next zone, staff must be achieving all of the duties and responsibilities, qualifications and indicative experience listed in the preceding zones, unless otherwise stated.
	 
	
 
 
 
 
	2  
	1 
	2 
	2 
	1 
	2 
	1 

	Revenue
Officer
	W1 
Zone 1
	To deal with customers in accordance with the Council’s Customer Care Policy. 
 
After appropriate training undertaken administrative duties including daily workflow activities (scanning & indexing of incoming post), checking & issuing of output (bills adjustment notices etc.). 
 
Under supervision, progress to less complex clerical duties relating to Council Tax billing & collection e.g. direct debit updates, single person discounts, 
straightforward moves etc. 

Deal with basic telephone and face to face enquiries
	Good general level of education preferably including GCSE or 
equivalent in Maths and 
English.
	Able to use windows 
ICT applications Able to demonstrate the necessary skills to 
be able to deal with 
Customers 

	
	
	
	
	
	
	

	Revenue Officer 
	W1 
Zone 2 & 3 
	Knowledge of and ability to carry out most elements of billing & collection (e.g. granting of discounts, exemptions etc.) and early stages of recovery (i.e. up to issue of liability orders) 

To deal with customer communications (by telephone, correspondence and face to face) both to an acceptable standard 
	 
	Government environment 
	2 
	1 
	2 
	2 
	2 
	2 
	 1 



 

	
	
	and with no 
supervision.

Basic knowledge and understanding of Business Rates. 

Process Council Tax and Business Rates reports.

Proficient letter writing skills
	
	
	
	
	
	
	
	
	

	Revenue
Officer  
	W2 
	Able to carry out all elements of Council Tax billing & collection. with no supervision.  
 
Offering advice and guidance to officers with less experience.

Consistently achieving 95% accuracy. 

Consistently achieving work target stats

Able to process recovery reports.

Assist Recovery Officers at Court for Liability Order Hearings and penalty notice Hearings.

Specialist in one or more of: Academy batch work, Academy Superuser, Supporting applications used by the Revenues Team, Recovery, Business Rates, Freedom of Information requests, Inspections
	 
	Competent user of One Digital (Academy) 

Specialist skills in one or more of:

1. Academy batch work;
2. Academy Superuser;
3.Supporting other applications used by the Revenues Team;
3.Business Rates Expert;
4. Freedom of Information requests
5. Local off site inspections.
6. Recovery
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	Revenue
Officer  
	W3 
	A full understanding of Council Tax legislation and the ability to undertake all aspects of billing, collect and recovery. 

Deal with customer complaints.

Prepare cases for appeals and Tribunals.

A “go to” member of the team

To be capable of acting in the absence of the Team Leader and to give more formal training as required.  
	Studying towards a professional qualification such as IRRV. 
	Full understanding of 
council tax legislation 

Understanding of Business Rates  

2 years or more at previous level (or 
equivalent) 
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