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Revenues Visiting & Processing Officer
Grade – Scale 4
Job Description
	Job Purpose

	To undertake all necessary visits to properties and building sites, gather information and make extensive enquiries in the Telford and Wrekin area to ensure the data for taxation purposes is accurate and complete. 

	Major Tasks 

	· To undertake visits to properties, as required, ensuring that property and person details are correct.  This will involve liaising with customers (individuals and businesses) to arrange a convenient time to visit
· To visit both domestic and commercial new properties to ascertain occupancy details for occupied property, or serve a completion notice for an unoccupied property in accordance with legislation.  The correct postal address and owners details should also be ascertained for any new property.
· To deal with any revenues related customer enquiry during the course of a visit, or signpost the customer to the relevant council service.
· To provide clear and concise records of all visits made to a property and any necessary follow up work, and make recommendations following the visit to the Revenues Officer.
· To assist the Revenues Team Leader to identify and prioritise areas of risk suitable for review and ensuring effective and efficient resolution within a reasonable timescale. 
· The issue of Council tax and National Non-Domestic Rates Completion Notices in accordance with the framework of Government legislation, current regulations.
· When required, to administer billing of Council Tax or National Non-Domestic Rates, in accordance with the framework of Government legislation, current regulations, Council policies and good practice.
· As this job is mainly based out of the office, the post holder is expected to work mainly on their own initiative.

	Contacts & Relationships

	· The post holder will, on a day to day basis, work to a Revenues Team Leader, giving and receiving advice and guidance on matters relating to Revenues.
· The post holder will be in contact with the Billing and Collections Group Manager giving and receiving advice and guidance.
· The post holder will be in contact with Revenues customers including individuals and businesses, receiving information and giving advice and guidance, for which the post holder is accountable.
· The post holder will be in frequent contact with members of the public (individual customers and businesses), receiving information and giving advice and guidance.
· The post holder will have regular contact with landlords, housing associations, estate agents, building site managers, and the Valuation Office.

	Creativity

	· The post holder will be expected to use skills to acquire information and to ensure that the information is passed to relevant parties.
· The post holder may need to resolve discrepancies between people and property, using communication skills to achieve results.
· The post holder is required to use initiative to ascertain where new properties may be built in the area to ensure that accurate completion notices are served.
· The post holder is expected to have an excellent knowledge of the Telford and Wrekin area to be able to ascertain any changes to properties which will affect taxation.
· The post holder must have the ability to effectively communicate the effects of regulations and legislation to customers in a clear understanding manner.  This may be done in person, by telephone and in writing.
· The post holder must be vigilant to identify discrepancies or queries where information provided by a customer is contradictory to other information available. 
· To provide advice and assistance to customers to ensure that the customer is receiving all of the council discounts and exemptions they are entitled to.  

	Decisions

	· The post holder will decide in which order tasks under their control will be dealt with, having regard to the priority assigned to each task.
· The post holder is responsible for deciding what an appropriate completion date will be for a new property, and issue notices in accordance with legislation.
· The post holder will deal with customers face to face away from the office.  Decisions will need to be taken as to what advice to give customers.
· The post holder will make recommendations to the Revenues Officer further to the findings of their visit.
· The post holder will decide when it is applicable to issue Council tax or National Non-Domestic Rates Completion Notices in accordance with the framework of Government legislation & current regulations.
· When required the post holder will be required to make decisions in relation to the administration of Council Tax or National Non-Domestic Rates billing.Make recommendations to the Revenues Team Leader or Billing and Collections Group Manager about improvements to procedures.

	Management & Supervision

	· None.

	Supervision Received

	· The post holder is managed by a Revenues Team Leader who is responsible for work allocation, setting of priorities and monitoring of workloads.  
· The post holder is expected to meet targets and their productivity is monitored by the Revenues Team Leader and discussed on a regular basis.
· As the post holder is based mainly out of the office, they are required to phone the office at regular intervals during the day to comply with internal health and safety procedures.
· The post holder uses the corporate health and safety solution for lone workers which allows the Revenues Team Leader to monitor her health and safety whilst out of the office. 

	Complexity

	· The post holder must have a detailed knowledge of the legislation and guidance relating to all aspects of Local Taxation and miscellaneous income and have a sound ability to interpret it.
· The post holder must have excellent communication skills; both verbal and written, to be able to explain complex legislation to customers.
· The post holder must be able to work under pressure and meet deadlines, and be flexible in responding to changing circumstances.
· The post holder must be able to demonstrate the ability to manage their workload and prioritise accordingly to achieve individual and team targets.

	Resources

	· The post holder contributes to the overall effectiveness of the Revenues Service which impacts upon the Council’s budget.
· Processing ‘Personal Sensitive Information’ as described in the Data Protection Act 1998 (and General Data Protection Regulations from May 2018) and ‘Commercially Sensitive Information’ and provision of advice to others on these areas.

	Impact

	· The post holder is responsible for ensuring council tax and business rates are charged as soon as possible on new properties which have recently completed their build.  This helps ensure income is maximised for the Council.
· The post holder ensures that information gathering by means of visiting properties accurately reflects the tax which is being charged.
· To administer billing and collection of Council Tax, National Non Domestic Rates, in accordance with the framework of Government legislation, current regulations, Council policies and good practice.

	Physical Demands

	· The post holder is expected to travel around the borough to carry out regular inspections of new property developments, and to visit existing properties in order to obtain information in relation to revenues.
· The post holder will spend roughly three quarters of their time out of the office environment.

	Working Environment

	· The post holder will spend long periods of their day visiting and inspecting properties throughout the borough.
· There will be frequent occasions where the post holder will be lone working within a customer’s home.

	Emotional Context 

	·  The post holder will be responsible for visiting with customers who have outstanding debt.  This can often be speaking to customers who are suffering financial hardship and distress.

	Other

	The postholder will be expected carry out any other duties as are within the scope, spirit and purpose of the job, commensurate with the grade. 

The postholder will be expected to actively follow Telford & Wrekin Council policies, including those such as Equal Opportunities, Human Resources, Information Security and Code of Conduct etc. 

The postholder will be expected to maintain an awareness and observation of Fire and Health & Safety Regulations.






Person Specification 
	Criteria
	Standard

	Qualifications
	· The post holder should possess 4 GCSE’s, grades A – C, including Mathematics and English Language, or equivalent NVQ or other relevant qualification.

	Experience
	· The post holder will have had experience of working in a customer facing role which would have included communicating face to face or by telephone as well as written correspondence within a legislative framework.

	Knowledge
	· A detailed knowledge of the legislation and guidance relating to Council Tax and National Non Domestic Rates.

	Skills
	· An organised and systematic approach to work to achieve performance targets. 
· Ability to deal with customers in a professional, courteous and unbiased manner, to provide a high quality customer service.
· Excellent communication skills: both oral and written, to be able to explain complex legislation and communicate decisions effectively to customers.
· Proficient in the use of standard Microsoft applications (ie: Word, Excel, and Outlook)
· It is a requirement that the post holder will hold a full UK driving licence and have access to a vehicle in order to fulfil his/her duties.

	Personal style & behaviours
	· As a council employee you will be supported and expected to demonstrate the Councils Core Behaviours.  Please note that these may be updated from time to time and are available on the Council’s intranet pages.
· Ability to provide a professional service to the customer, recognising their individual needs and circumstances.
· Ability to work under pressure and meet or exceed personal targets and deadlines, and be flexible in responding to changing circumstances.
· Ability to manage and priorities own workload, to achieve personal targets.
· Ability to work and make decisions, within prescribed procedures, with the minimum supervision.

	Fluency Duty

	This post has been identified as a customer facing role and therefore the Council is required to fulfil their statutory duty under Part 7 of the Immigration Act 2016. As a public body the Council is obliged to ensure member of staff in such roles are able to have a command of spoken English which is sufficient to enable the effective performance of their role. 
· Can understand a wide range of demanding and complex words.
· Can express ideas fluently and spontaneously when speaking to customers.
· Can use language flexibly and effectively when responding to complaints and appeals.
· Can produce clear, well-structured, detailed text on complex subjects, showing controlled use of language when compiling responses to customer letters and appeal responses.

	Political Restrictions
	•	This post is not politically restricted



……………………………………………………………………………………………………………
We will ensure, so far as is reasonably practicable, that no disabled applicant is placed at a substantial disadvantage.  This person specification includes what we believe are fully justifiable essential and desirable selection criteria. Provided that the selection criteria unconnected with the disability are met, we will make ALL reasonable adjustments in order that someone with a disability can undertake the duties involved.
……………………………………………………………………………………………………………
	Type of criminal records checks required for this post
	Ticked as required

	None
	

	Basic Disclosure
	

	Standard Disclosure
	

	Enhanced Disclosure
	

	Working with Adults - Regulated Activity
	

	Working with Children  - Regulated Activity
	



Information on types of criminal records checks is available at: 
https://www.gov.uk/disclosure-barring-service-check


Page 5 of 5

image1.jpeg
Telford & Wrekin
couNcIL




