
JOB SPECIFICATION

JOB DESCRIPTION

JOB TITLE
Debt Recovery Officer
DIRECTORATE
Resources
SERVICE GROUP
Legal and Democratic Services
UNIT
Legal
GRADE
9
RESPONSIBLE TO
Litigation & Debt Recovery Lawyer
RESPONSIBLE FOR
No-one
MAIN PURPOSE OF JOB


To provide administrative, technical and legal support to debt recovery proceedings and assist with the various remedies for debt collection and enforcement, that is authorised by legislation, including undertaking direct negotiation with debtors, enforcement agencies and other agencies, as well as identifying irrecoverable debts.
To assist with litigious proceedings in respect of commercial leases where the tenants are in arrears of rent. 

To assist at the County Court in relation to any proceedings instituted in connection with debt recovery, the forfeiture of commercial leases and opposing applications from tenants for relief from forfeiture.
DUTIES
1. To maximise debt recovery through utilisation of the most appropriate enforcement action available. 

2. To prepare and serve letters before action and various legal notices for all debt types, and take appropriate recovery action in accordance with legislation including the institution of court proceedings.

3. To assist with obtaining charging orders and dealing with all correspondence relating to the court process.
4. To regularly represent the council in court in relation to debt recovery and possession proceedings as directed by the Litigation and Debt Recovery Lawyer or any other matter as directed by the Litigation & Debt Recovery Lawyer.
5. To utilise enquiry agent(s) in order to trace debtors and serve proceedings.

6. To instruct and utilise the services of enforcement agents in order to ensure effective recovery.

7. To take debtors to court for their means to be examined and obtain warrants of arrest as necessary.
8. To negotiate and monitor payment arrangements based on the tenant’s income and expenditure commitments in order to maximise recovery.
9. To ensure appropriate support is provided to vulnerable clients and to ensure that any cases relating to such clients are dealt with sensitively.

10. To liaise with and maintain effective working relationships with internal and external agencies and other service providers.

11. To utilise & maintain the Department’s debt recovery Case Management system.
12. To ensure that use of Council and government systems and communications with DWP through its Customer Information System (CIS) or its equivalent are properly implemented and undertaken in accordance with agreed procedures.

13. To undertake searches using the Land Registry portal and carry out title checks on properties, as required.

14. To deputise for the Litigation & Debt Recovery Lawyer as required from time to time.
15. Maintain debtor confidentially & ensure compliance with data protection at all times. 

16. Assist with the promotion of effective debt recovery across the council and adhere to debt recovery procedures within team.
17.    To safeguard children, young people and adults at risk and make referrals to
         the appropriate agency.
18. To assist with any matters as directed by the Litigation & Debt Recovery Lawyer.
19. To support the Legal Services Team as and when required.
NOTES
This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.


This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Method of Assessment

A
–
Application

I
–
Interview

T
–
Test

D
–
Documentary Evidence

	Qualifications & Training
	Educated to A level standard or equivalent
Membership of the Institute of Legal Executives.
	E

D

	

	Experience


	Experience of income collection and debt recovery.
Experience of preparing court proceedings.
	E
D
	

	Knowledge


	Working knowledge of Microsoft Word and Excel

Experience of working with financial systems.
Knowledge of Political and Democratic context in which the Council operates.
Knowledge of County Court processes.
Experience in the use of Debt Recovery systems.
Knowledge of requirements of Freedom of Information/Data Protection.
	E
E
D

D

D
D
	

	Competences
	Customer Focus

· Takes a customer service approach to service delivery.
· Strives continuously to exceed customers’ expectations.
	E

E
	

	
	Outcome Driven

· Assesses and handles risk effectively.
Organisational Focus

· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.
Problem Solving & Decision Making

· Takes a proactive approach to work, demonstrating initiative and using good judgment.
· Takes ownership of problems.
· Able to identify potential problems, find solutions and escalate issues appropriately.
Change & Adaptability

· Takes a positive attitude towards change.
· Demonstrates a willingness to learn and take on new areas of work.
	E

E

E

E

	

	Skills & Abilities
	Communication

· Able to effectively liaise with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face.

	E
	

	
	Team Working

· Able to build effective, supportive working relationships.
· Demonstrates a flexible approach to work.
· Contributes positively within a team environment.
· Willing to learn and assist other team members.
Quality of Work

· Produces work of a high quality with a good attention to detail

· Ability to maintain accurate records with a systematic approach to filing and retrieval of documents
IT/Technical Skills
· Fast and accurate word processing skills, coupled with the ability to undertake audio work (minimum number of words per minute = 60).

· Able to use Microsoft Office to a good standard.
· Able to quickly grasp the use of specialised computer packages.
Research and Analytical Skills
· Able to undertake basic research and clearly present findings.
· Able to analyse figures and draw logical conclusions.
	E

E

E

E

E

E

E

E

D
E

E
	

	Other Requirements
	Willingness to work outside normal office hours when required.
Presents a neat and tidy appearance.
	E

E
	


COMPLEXITY AND CREATIVITY
Post holder will need to understand the complexities of the legal process with regard to housing legislation and particularly in relation to debt recovery including the County Court process. They will need an understanding of best practice in arrears collection and of related legal issues.

The post holder must maintain an up to date knowledge of legislation applicable to debt recovery and a thorough knowledge of a wide variety of debts, many of which are specific to local government.

They will need to be able to communicate with a very wide variety of people, including debtors and external agencies using negotiation and persuasion techniques to secure the best outcome for the council, often within a court setting.

The post holder must have the necessary abilities to represent the Council unsupervised at the Magistrates Court and County Court.
JUDGEMENT AND DECISIONS

The post holder will be solely responsible for their own caseload, using their own technical judgement and experience to make decisions about the most appropriate enforcement action, repayment arrangements and recovery venue (Magistrates Court or County Court) depending on the type of debt.  
Only the most complex of cases will be referred to the post holder’s line manager for consultation.
They will make decisions to recover arrears in accordance with current law and policy guidelines in order to maximise income to the authority. They will make decisions about issuing proceedings, referring cases to enforcement agencies and writing off debts, referring to their manager on complex cases only
The post holder will work closely with the finance team when making decisions.
CONTACTS (INTERNAL 10% EXTERNAL 90%)
Internal:
The post holder will be dealing with Officers and Councillors.  

External:
He/she will also be dealing with members of the public, external agencies, Solicitor’s, Barristers’ Clerks and Court Service Staff.
Method: face to face, in writing, by telephone and email.

OTHER REQUIREMENTS
The post holder will deal with difficult customers and vulnerable members of the public. They should be aware of the Council’s safeguarding responsibilities, ensuring any concerns are reported to the relevant agency.
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