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	Job Title 
	Recovery Officer

	Team
	Revenues & Benefits
	Grade
	6

	Reports to
	Revenues and Benefits Team Manager (Recovery)

	Date
	01 April 2024



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To work as part of the Arun Revenues and Benefits team within The Services Directorate, delivering a first class, professional service, using a range of communication methods, and technical skills to ensure that all customer contact and Revenue’s transactions are completed and resolved to a high standard.


To process information and maintain computer records for the recovery and enforcement of Local Taxation (Council Tax, Business Rates, BID Levy and Housing Benefit Overpayments), enabling prompt collection and recovery, thus maximising collection.  To offer information and advice to customers, in line with legislation and policy.  To contribute to the overall performance of the Revenues and Benefits Service.








Key areas of focus:
	[bookmark: _Hlk146096760]1.
	To maximise collection of all local taxes and Housing Benefit Overpayments based upon established recovery procedures, legislation and agreed policy.

	2.
	To ensure that cases subject to recovery action are properly monitored and appropriate courses of action are made, whilst considering current legislation, the Council’s recovery policy as well as exercising a high degree of tact and judgement in deciding on a course of action.

	3.
	To be responsible for dealing with customers on the telephone, by correspondence or in person.  To listen and communicate with the customer effectively and efficiently and have regard for the vulnerable within the community.

	4.
	To maximise the take up of all council tax discounts, exemptions and reduction, business rates reliefs and exemptions where possible.

	5.
	Work in a pressured environment to achieve set targets and deadlines for the Revenues service and corporate targets.

	6.
	To select the most effective recovery action for cases once a Liability Order has been granted in accordance with legislation, procedures and agreed policy.  Dealing with responses to correspondence, agreeing suitable payment plans, Attachment of Earnings Orders, Deduction from DWP Benefits, Enforcement Agent action, Bankruptcies and Charging Orders as appropriate.

	7.
	To prepare cases for and liaise with the Enforcement Agents (external) to ensure timely processing of Liability Orders and resolve any queries raised by both Enforcement Agents and customers.

	8.
	To prepare cases and various legal documents for the commencement of Bankruptcy and Committal proceedings.

	9.
	Where required attend the Magistrates Court for Liability Order/Committal Proceedings and assist the Team Leader and Senior Recovery Officer by carrying out interviews, and responding to enquiries, where necessary.

	10.
	To trace the whereabouts of customers who have defaulted on payments and absconded from their last known address without informing the Council.

	11.
	Give basic advice on welfare benefits or signpost to a relevant agency. Identify sensitive/vulnerable cases and refer to various support organisations as appropriate.

	12.
	To promote cost effective methods of collection such as Direct Debit and authorise payment online using Credit and Debit Cards.

	13.
	To be fully committed to the achievement of the Revenues and Benefits Services and its objectives and to display the flexibility and commitment to ensure success, including the performance of any other duties commensurate with the grading of this post.

	14.
	Maintain a practical and procedural knowledge of the legislation regarding Council Tax,  Business Rates, and BID Levy and use this knowledge to assist in training new staff as and when required.

	15.
	To be able to contribute to policies and new procedures and assist in the implementation once agreed.

	16.
	To be fully committed to the Council’s policies, values, aims and objectives.

	17.
	Any other duties that are appropriate with this post.

	18.
	Due to the nature of the work, personal information about customers must 
not be disclosed to individuals not employed by the Council or acting as 
agents for the Council.

	19.
	In view of the commercial value of data and information, this should not be disclosed without the consent of the Group Head of Finance.



Additional information (not contractual)
	1.
	Responsible for 0 staff.

	2.
	Not responsible for budgets.

	3.
	Service delivery: 

The postholder is expected to work to service delivery standards set by others. 








Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	GCSE or equivalent in English and Mathematics
	X
	

	IRRV qualification
	
	X

	Experience

	Experience in processing housing and Council Tax benefit claims/changes in circumstances and Council Tax enquiries or in debt recovery.
	
	X

	Have experience of dealing with confrontational/difficult customers.
	X
	

	Experience of undergoing and supporting organisational change
	X
	

	Experience of working within a team.
	X
	

	Negotiating with debtors.
	
	X

	Working in a pressurised environment to achieve set targets and deadlines for the Revenues service and corporate targets.
	
	X

	Knowledge

	IT literate with experience of benefits software packages and Windows-based applications particularly use of spreadsheets and databases.
	X
	

	Working knowledge of Council Tax benefit regulations and/or knowledge of the Council Tax administration.
	X
	

	Working knowledge of Council Tax/Business Rates discounts and exemptions including BIDS
	X
	

	Working knowledge and understanding of debt recovery procedures
	X
	

	Behaviours

	Motivating others: Spurs others on with positivity and gratitude. 
	X
	

	Self-development: Analyses behaviour and results to learn from mistakes and successes, to support continuous development.
	X
	

	Inclusivity: Recognises and respects the diverse needs and challenges of others, advocating inclusivity to create a culture that values diversity.
	X
	

	Competencies

	Organisational skills: 
Plans and prioritises own work with reference to line manager. Makes the best use of own time and meets deadlines.

	

X
	

	Communication:
Able to communicate clearly, appropriately, and respectfully with colleagues and customers.

	
X
	

	Decision making: 
Able to make fair and logical decisions on recovery action whilst using policies/procedures and available information. 

	
X
	

	Customer focus: Takes pride in and is committed to delivering high quality services. Identifies and clarifies individual needs.
	
X
	

	Industry knowledge: Keen to keep abreast of knowledge and best practice specific to the role/area.
	
X
	

	Working with stakeholders: Displays Arun’s values and behaviours when interacting with internal and external stakeholders.
	
X
	

	Other 

	
	Yes
	No

	Does this role require a Basic DBS check?
	X
	

	Will the post holder be required to take card payments via MOTO. (If yes – needs basic DBS).
	X
	

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	X

	Does this role require a driver’s license and access to a vehicle?
	
	X

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X
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