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Hastings Borough Council

Job Description

Date: Feb 2025
Job Title

Revenues and Benefits Compliance Officer

Directorate

Revenues and Benefits
Grade 
Grade 7
Reports to
Benefits Team Manager

Location

Muriel Matters House, Hastings. Hybrid / office as required 
Purpose of the Job

Responsible for processing intelligence data to ensure an effective response in identifying fraud within the Council system an early stage. Collate and prepare Benefit Fraud Referrals for further investigation and prosecution including ensuring that relevant legislation is adhered to. To review all fraud referrals within Revenues and Benefits Service for veracity and decide whether these should be pursued.

Undertake pro-active reviews of Council Tax Discounts and exemptions, Council Tax Reduction and Business Rates irregularities and where appropriate, issue penalties in line with statutory provisions.
Main Responsibilities
· Interrogate the Revenues and Benefits system and document management system to review all fraud referrals within the Revenues and Benefits Service and applying own judgement decides whether a referral for further investigation and prosecution should be made.

· Collate evidence to support referrals for further investigation and prosecution and calculate the value of any overpayments relating to fraud cases.

· Undertake the role of SPOC in all matters relating to requests for fraud information from the DWP, other agencies and Police. To be the responsible officer for any legacy fraud issues arising out of the move to SFIS ensuring that benefit fraud referrals are passed to the DWP to investigate.

· Undertake referrals from the National Fraud Initiatives (NFI) and ensure that the matches are carried out in a timely manner and potential fraud cases referred to the relevant bodies.

· Complete and return the HBMS returns and ensure the data is kept up to date and accurate and investigate and act upon return post when received.

· Identify cases where discounts and exemptions have been wrongly claimed, Liaise with Revenues staff to provide feedback on referred cases and with the relevant officer in relation to recovery.

· Assist the Technical Support Officer to investigate and amend the returned BACS payment and reallocate where possible.

· Process enforcement officer returns and abscond notices, identifying, where possible, a forwarding address or other details which will help us to locate the debtor and pursue the debt. If unable to trace, seek approval for the debt to be written off.

· Attend Magistrates court when called upon as witness to cases when there has been a direct involvement.

General Responsibilities

· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.
· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.
· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.
· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.
· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 

· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.
· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require an Enhanced DBS (Disclosure and Barring Service) Check to be carried out.  An enhanced check details Convictions, Cautions, Reprimands and Warnings held in England and Wales on the Police National Computer (and most of the relevant convictions in Scotland and Northern Ireland may also be included). In addition it includes a check of the new barred lists and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). 

The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Person Specification

Job Title
Revenues and Benefits Compliance Officer
Directorate

Revenues and Benefits
Essential Requirements

Qualification

1. Educated to GCSE or equivalent.

2. PINS Qualification is essential.
Experience
3. Experience of verifying discounts and exemptions or of working as an investigator with experience of financial investigations.
4. Ability to show awareness of fraud in relation to Council Tax Reduction, Council Tax, Business Rates accounts and entitlement or in a similar environment.
5. Experience of investigation techniques generally and specifically public sector services.
Knowledge

6. Good knowledge of council tax and business rates legislation including exemptions and discounts 

Personal Aptitude and Skills
7. Excellent customer care skills
8. Good communications and interpersonal skills, both written and verbal
9. Good negotiation skills with the ability to negotiate with customers to make satisfactory payment arrangements
10. Ability to liaise effectively with external bodies and suppliers (e.g., enforcement officers) 

11. High level of numeracy and literacy skills

12. Good IT skills

Behavioural Approach
13. Satisfactory attendance record (normally less than 5 days absence in a year) but considering individual circumstances.
14. Ability to work under pressure and meet deadlines.
15. Self-motivated
16. Able to work with minimum supervision.
17. Confident
18. Methodical
Circumstances

19. Driving Licence and own vehicle required.

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.

Desirable Requirements

Knowledge

Knowledge of Council Tax and Business Rates.
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