PERSON SPECIFICATION:
REVENUES OFFICER (REVENUES AND BENEFITS)

	
	Essential
	M’st
	Desirable
	M’st

	Experience
	A sound experience of working within a Billing/Recovery environment.


	1
	Experience in dealing with the collection/recovery of Council Tax and Non Domestic Rates.
Experience in dealing with the collection/recovery of Housing Benefit Overpayments and Former Tenant arrears
Experience of dealing with customers in difficult circumstances


	1

1

3

	Knowledge, Skills & Abilities
	Ability to communicate effectively both verbally and in writing with individuals.

Good PC and keyboard skills

Letter writing skills
	1 & 3

1 & 2

2
	A reasonable knowledge of Microsoft Word and Excel packages

An understanding of the work and functions of the Council

Experience of working with Document Management Systems and/or Revenue/Benefit systems.


	1 & 3

3

1 & 3

	Qualifications
	A good standard of English and Maths
	1 & 4
	IRRV Technical Qualification, or National Vocational Qualification in Customer Care or Administration


	1

	Personal Qualities
	Self Motivated and Enthusiastic

An ability to work as part of team

A flexible but organised approach to completing tasks 

An ability to communicate confidently with all types of people 

An ability to work accurately to deadlines.

Must be able to recognise discrimination in its many forms and willing to put the Council’s Equal Opportunities Policies into practice.
	1 & 3

1 & 3

3

3

3

1 & 3
	
	

	Safeguarding
	Commitment to the protection and safeguarding of children, young people and adults with care and support needs
	1 & 3
	
	

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


	1 & 3
5
	An active involvement in outside organisations and groups.
	1 & 3


Measurement (M’st) :
1. From Application Form
2. Test after Shortlisting

3. Probing at Interview
4. Documentary Evidence
5. Other * Pre-employment checks completed post conditional offer


2


