WOKING BOROUGH COUNCIL

JOB PROFILE

JOB DESCRIPTION

Job Title:



Revenue Officer
Linked Grade:


W1 – W3
Team:

    

Revenues, Benefits and Customer Services
Function:



Council Tax and Business Rates

Responsible to:        

Revenues Team 

Overall purpose of the job:
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. Reporting to Senior Revenues Officer.
Key Area: US - An Innovative, Proactive and Effective Council

We will look ahead and along with our partners seek opportunities to shape and improve the services provided to the community, by:

· 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.
The main duties are:
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 pre lists, 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 general 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. Any other duties at a level appropriate to the post as requested by the Revenues Manager.  

PERSON SPECIFICATION

Job Title:
Revenue Officer 

	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.
	E

E
D
D
	App form

App form/Int

App form/Int

App form/int
App form/int

	Experience
	·    Experience of Microsoft  Windows, Word, Excel and  Outlook

·    Experience of software applications, including document imaging systems and front end databases.
· Local Authority experience

· Understanding of Council Tax legislation

· Understanding of Business Rates legislation
	E

E

D
D

D
	App form/int

App form/int

App form/int
App form/int

App form/int

	Special Skills
	· Ability to author letters and emails that explain complex legislation accurately and concisely.

· Able to converse at ease with customers and provide advice in accurate spoken English.

· Able to work under pressure and to tight schedules.

· Able to plan and manage workload.

· Good interpersonal skills

· Able to carry out and validate, sometimes complicated, mathematical calculations.

· Able to deal with conflict and difficult conversations and disputes.

· Able to understand and apply legislation and legal rulings
	E

E

E

E

E

E

E

E


	App form/int

App form/int

App form/int

App form/int

App form/int

App form/int

App form/int

App form/int

	Motivation
	· Commitment to provision of a high quality service.

· Able to work to deadlines.

· Able to deal with changing circumstances.

· Able to work with minimum supervision.

· Commitment to multi- skilled service approach
	E

E

E

E

E
	App form/int

App form/int

App form/int

App form/int

App form/int

	Personality / Disposition
	· Confident.

· Thorough.

· Accurate. 

· Team worker.
	E

E

E

E
	App form/int

App form/int

App form/int

App form/int


Key: 
E/D – Essential/Desirable  
Candidate Screening:
· Rehabilitation of Offenders Act 1974 applies
· Disclosure and Barring Service check: Not required
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Woking Borough Council Role Map
Job Title: Revenue Officer (Council Tax and Business Rates)

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 Behavioral Framework for examples and indicators of the expected behavior required at each level (this will be attached as a document to each job advert).

