NORTH WARWICKSHIRE BOROUGH COUNCIL

JOB DESCRIPTION 




Directorate:
Resources

Post Title:
REVENUES OFFICER

Division:
Revenues & Benefits



Grade:  7
Reports to:

Revenues Team Leader
Responsible for:
Nil Staff

Works with:

Officers in other Departments, Valuation Office Agency. 



Members of the public and various external bodies including 



Courts and Enforcement Agents.
Safeguarding:

All staff at North Warwickshire Borough Council are required to positively contribute to the Borough Council’s responsibility to safeguard and promote the welfare of children, young people and adults with care and support needs. It is their professional duty to be aware of the signs and symptoms of abuse and, in accordance with the Safeguarding Policy and Procedures, to respond appropriately to any identified concerns

Special Conditions

Successful completion of the HMG Baseline Personnel Security Standard check, which involves a basic DBS Disclosure satisfactory to North Warwickshire Borough Council.

Overall Purpose of the Position

To ensure that Revenues records are maintained to enable the correct billing and recovery of Council Tax, NDR, Housing Benefit Overpayments and Former Tenant Arrears and to bring to the attention of the Senior Revenues Officer any matters that affect the delivery of the service. 

Promote and provide additional support to customers where payment difficulties cannot easily be resolved in line with the Councils Corporate Debt Policy

DUTIES

Billing Functions
1. Ensure that all amendments to liability and reliefs are completed accurately
2. To advise on and verify the correctness of information regarding liability, discounts and exemptions prior to input on the on-line system.

3. To input changes in liability of properties on to the on-line system 
4. To classify and ensure correct charges are levied on empty properties

5. Set up Direct Debit instructions for Council Tax and NDR accounts including dealing with any recalls

6. Give advice to customers with regards to their liability

7. Deal with personal, telephone and written enquiries from customers and their representatives

Recovery Functions
8. Responsibility for deciding the most appropriate enforcement remedy to recover monies due to the Council in respect of Council Tax, NDR, Housing Benefit Overpayments and Former Tenant Arrears. 

9. To negotiate, agree and set up payment arrangements taking into account the policies and procedures laid down by management using discretion to extend payment arrangements or other action where hardship is demonstrated. 

10. Liaise with the Council appointed Enforcement Agents 

11. Give advice to customers with regards to their account

12. Deal with personal, telephone and written enquiries from customers and their representatives and make arrangements and conduct interviews as required

General 

13. Identify potential write offs and recommend action in accordance with the agreed write off policy

14. Identify and prepare any refunds as appropriate

15. Take customer not present debit and credit card payments, and in exception circumstances, cash payments for services provided by the Council

16. Tracing of absconders by initiating all relevant checks in line with Council procedures. 

17. Ensure all management reports are checked, monitored and action taken where necessary to guidelines and policies as laid down by the Senior Revenues Officer.

18. Report any cases of suspected fraud to the Senior Anti Corporate Fraud Officer.

19. To assist with the administration of Local Taxation in accordance with the appropriate legislation, current working practices, performance measures and Service Plan
20. To be aware of the current legislation governing the administration of Council Tax, NDR and Housing Benefit Overpayments. 

21. To have an awareness of issues and vulnerabilities of residents and provide support and make referrals as needed with regard to financial inclusion e.g. debt advice, child protection, drug & alcohol misuse, etc 
22. Maintain an up-to-date knowledge of all other services provided by the Council and financial inclusion partners in order to signpost customers to the correct place

23. To be aware of Health and Safety legislation and, so far as is reasonably practicable, ensure compliance with the Health and Safety at Work Act, and the Council’s Safety Policy.

24. To carry out any other reasonable duties as may be required by the Revenues Shared Services Manager
Agreed by the Postholder: ………………………………………………………………..

Date:…………………………………………………………………………………………


