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  Job Description

DEPARTMENT:		Finance / Revenues

POST:			Revenues Officer 

GRADE OF POST:		GR06 

RESPONSIBLE TO:	Senior Revenue Officer		


JOB PURPOSE:
To support the Revenues Team in all aspects of the administration and/or recovery of Council Tax, National Non Domestic Rates & Miscellaneous Income by providing a high quality administrative service that assists with the operation of an efficient and effective service.


PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:
· Undertake all aspects of the administration and/or recovery of Council Tax, National Non-Domestic Rates or miscellaneous income including determining applications for council tax discounts and exemptions, processing refunds, determining the appropriate recovery option, negotiating payment plans and taking payments over the telephone.
· Liaise with other departments and outside bodies and agencies, including enforcement agents, government bodies, and Council departments.
· Deal with queries from the public and other departments by telephone, face to face and by written correspondence.
· Ensure that records are properly maintained in the Council’s Council Tax and Business Rates systems.



GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy.

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.



Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.

Criminal Records Check
This post requires a criminal records check through the Disclosure & Barring Service (DBS).


Person Specification 
Revenue Officer 
The following attributes represent the range of skills, abilities, and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (Yes).
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training
	· A good standard of education equivalent to QCF (NVQ) Level 3 in a related subject field or an ability to demonstrate competence through experience.
	Yes
	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Previous experience of working within an office / administrative environment.  
	Yes
	Interview, application form and selection process.

	
	· Knowledge of Council Tax and NNDR legislation. 
	Yes
	

	Skills & Personal Qualities
	· Ability to form constructive working relationships with colleagues.
	
	Interview, application form, and selection process.

	
	· Ability to communicate clearly and effectively.

	Yes
	

	
	· Ability to demonstrate good organisational skills.

	Yes
	

	
	· Good IT skills.

	Yes
	

	
	· Ability to work flexibly and proactively.
· The ability to greet customers through the medium of Welsh is a requirement for this post.
	Yes
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