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	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.
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	Revenue Officer 

	W1
Zone 1
	With assistance, answer basic telephone enquiries.
With assistance, answer face to face enquiries
Process refunds, add direct debit details and award single person discounts.
Punctual. On time and in the office when required to perform customer service duties. 
	Good general level of education. Including GCSE, or equivalent Maths & English 
	Experience of using Microsoft Word, Excel, Internet Explorer & Outlook
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	Revenue Officer 

	W1
Zone 2
	Basic knowledge and understanding of Council Tax.
Answer phone calls with no supervision
Answer face to face enquiries with no supervision.
Process basic moves and discounts
	
	Experience of One Digital (Academy) & Civica Contact Manager software applications
	2
	1
	2
	2
	1
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	Revenue Officer

	W1
Zone 3
	Basic knowledge and understanding of Business Rates.
Provide advice and assistance to Customer Service staff with regard to Council Tax enquiries.
Process council tax and business rates reports. 
Proficient letter writing skills.
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	Revenue Officer 

	W2
Zone 1
	Provide advice and assistance to Customer Service staff with regard to Business Rates enquiries.
Consistently achieving work target stats
Consistently achieving 90% accuracy
Able to process recovery reports
	
	Competent user of One Digital (Academy)
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	Revenue Officer 
	W2
Zone 2
	Consistently exceeding work target stats
Consistently achieving 95% accuracy
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	Revenue Officer

	W2
Zone 3
	Assist the Recovery team at Court at Liability Order and penalty notice Hearings.
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	Revenue
Officer

	W3
Zone 1
	Expert level of Council Tax knowledge.
Provide support and training to staff
Correct system integrity errors using Super User functionality.
Cover Business Rates duties in the absence of Business Rates Officer.
A “go to” member of the team. 
	
	Expert at user of One Digital (Academy). 
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	Revenue Officer
	W3
Zone 2
	Deal with customer complaints.
Proficient in Business Rates
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	Revenue Officer
	W3
Zone 3
	Prepare cases for appeals and tribunals.
Cover duties of the Senior Revenues Officer and able to deputise in their absence. 
	
	
	2
	1
	2
	2
	1
	2
	1



March 2019
