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Hastings Borough Council

Job Description

Date: 2025
Job Title

Revenues and Benefits Officer - Generic

Directorate

Corporate Services and Governance

Grade

Career Grade 10 - 8
Reports to
Senior Benefits Officer/Senior Revenues Officer

Location

Muriel Matters House
Purpose of the Job

To carry out timely and accurate assessments of Housing Benefits and Council Tax Reductions claims and entitlements in accordance with legislation and the council’s local scheme ensuring service performance targets are met.
To administer the billing and recoveries of Council Tax ensuring that collection rates and targets are successfully achieved.
The post holder should have experience, knowledge, and skill in the advanced elements of one of the disciplines and be prepared to work towards developing experience, knowledge, and skill of the other discipline over time.
Main Responsibilities
· Maintain a working knowledge of the Housing Benefits Regulations, the Council Tax Reduction Scheme and the Council Tax Regulations as well as all associated policies and procedures. 

· Maintain a skilled knowledge of NEC systems, used for the administration of Housing Benefit, Council Tax Reduction and Council Tax.
· Maintain timely and accurate records in relation to claims for Housing Benefit and Council Tax Reduction in accordance with the requirements of the Housing Benefit Regulations, Council Tax Reduction schemes as well as the Council’s own procedures, performance indicators and best practice guidance.

· Maintain timely and accurate Council tax records in relation to all chargeable and exempt dwellings in the Borough, together with the liable person(s) and their indebtedness.

· Maintain timely and accurate records in relation to information supplied from whatever source connected with ensuring the correct entitlement to Benefit or Reduction and the accurate charging, collection, and recovery of Council Tax.

· Action as appropriate new Benefit and/or Reduction claim and changes of circumstance, request further information where required, and notify customers of decisions that are made. 
· Conduct income checks using the DWP Searchlight and HMRC Verify Earnings and Pensions (VEP) systems to verify income for claim assessments.
· Apply skill and judgement when decisions require a level of interpretation of the Regulations or Schemes where the customers circumstances are not obvious. Where necessary, refer more complex cases to the Senior Benefits Officer for further advice.
· Ensure that correct notifications, billing, and recovery documents are forwarded to the customer in accordance with Regulations and the Council’s own policies and procedures.
· Establishing and processing all methods of recovery of Housing Benefit and Council Tax Reduction overpayments and deciding arrangements to repay Council Tax debts where appropriate.
· Deal with general enquires from customers and stakeholders relating to Housing Benefits, Council Tax Reduction and Council Tax in writing, by telephone, or by email.
· Promote the use of NEC Citizen Access on-line claim and other electronic forms and when appropriate support customers to make claims and report changes.
· Adhere to the principles of the Data Protection Act and UK General Data Protection Regulations to ensure citizen data is kept secure and nor shared or disclosed unlawfully.
· Manage and prioritise work trays or as instructed by senior officers.
· Participate in regular one-to-one meetings with senior members of the service regarding performance, work targets and your personal development and contribute to the team’s continuous improvement and learning.

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 Benefit Officer- Generic
Directorate

Corporate Services and Governance
Essential Requirements

Qualification

1. Educated to GCSE level or equivalent

2. IRRV Level 3 qualification or above desirable
Experience
3. Experience of working in a Revenues and Benefits environment
4. Experience of using a Revenues and Benefits NEC software 
5. Experience of working with members of the public in a high-volume environment and on occasion dealing with sometimes angry, aggressive or challenging callers.
Knowledge

6. Good knowledge of the relevant Benefits and Council Tax legislation

7. Working knowledge of other welfare benefits 

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

12. High level of numeracy and literacy skills

13. Good IT skills

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

Knowledge

Ability to relay complex information clearly in relation to Benefits, Council Tax / Non domestic Rates verbally or in writing 
HASTINGS BOROUGH COUNCIL 
CAREER STRUCTURE

Revenues and Benefits Team
Revenues and Benefits Officer Generic 

This post is designed to be a career grade post to recognise the developing skills and expertise of the incumbent. The post spans several Hay grades and progression within each grade and upwards will be determined by competence level and achieving certain criteria. The table below sets out the qualification and experience requirements for progression from one grade to the next. 

The line manager will carry out formal reviews at 6 monthly intervals. Salary progression through increments within each Grade and progression through Grades on the structure will be determined at the 6 monthly formal review and will be by Managers recommendation in consultation with a senior member of the HR team.

There will be a right of appeal to the Chief Finance Officer and Head of People and Business Support.

Salary at entry level will depend on qualification and proven experience. The post holder will commence at a certain point on the entry grade and enter the next grade when a particular benchmark has been achieved. 

Evidence should be provided during your 1:1 to your line manager.  

	Grade
	Designation
	Qualification Requirements

	Experience Requirements

	10
	Assistant or Apprentice Revenues and Benefits Officer 


	An individual's position within the grading will be determined by the duties and responsibilities of the post, qualifications and experience.


	9
	Council Tax Officer or Benefits Officer 
	Educated to GCSE level or equivalent 
	Minimum of 2 years practical work experience within Revs and Bens

The postholder must be able to:

· Fully undertake the duties of the role of Council Tax Officer or Benefits Officer 

· Varied and detailed knowledge of the Revenues and Benefits area.   



	8
	Revenues and Benefits Officer (Generic)
	Educated to GCSE or equivalent

IRRV Qualified, NVQ Level 3 or equivalent experience 
	Minimum of 3 years practical work experience

The postholder must be able to:

· Fully cover the requirements of the roles of Council Tax Officer and Benefits Officer
· Deliver the objectives listed within the job description for a generic Revs and Bens Officer. 
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