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	Job Title 
	Senior Revenues Officer

	Team
	Revenues & Benefits
	Grade
	7

	Reports to
	Revenues & Benefits Team Manager

	Date
	February 2025



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 Resources Directorate, delivering a first class, professional service, using a range of communication methods, and technical skills to ensure that all customer contact and Revenues & Benefit transactions are completed and resolved to a high standard.




Key areas of focus:
	[bookmark: _Hlk146096760]1.
	To process all Council Tax and Non-Domestic Rates correspondence, Grant applications and other government initiatives as required, correspondence in accordance with legislation, regulations and local policies and procedures.

	2.
	Set up new properties and accounts and interpret amendments to customers Council Tax, non-domestic rate accounts and BIDS and accurately update their records in accordance with legislation, regulations and local policies and procedures.

	3.
	To assess applications for discounts, exemptions, reliefs, Council Tax Support in accordance with relevant legislation and local policies.

	4.
	Update and maintain the Council Tax and NDR data base and ensure reconciliation with Valuation Office Agency records.

	5.
	Check and issue correspondence to customers by the most appropriate method this could be by e mail, letter, telephone, or personal contact. This includes issuing completion notices, bills, reminders, summonses, reviews, and any other documentation as required.

	6.
	To assist in recovering monies due to the council including council tax arrears, unpaid non-domestic rates, and BIDS.

	7.
	Deal promptly and courteously with customer enquiries, however received.

	8.
	To investigate and respond to complaints, freedom of information requests, subject access requests and adhere to timescales in respect of same.

	9.
	Maintain computerised records ensuring data held is accurate and up to date.

	10.
	Prioritise urgent cases where further recovery action has been taken.

	11.
	To provide full case histories on specific cases to Revenues and Benefits Managers and Court Officer upon request.

	12.
	To review decisions and if necessary, make any adjustments to the accounts. To prepare and issue detailed appeal submissions to the Valuation Tribunal Service if required.

	13.
	To assist in compiling various government returns.

	14.
	Maintain own knowledge of the relevant legislation, regulations, case law, policies and procedures.

	15.
	Refer cases where there is suspected fraud to internal audit or the DWP as      appropriate.

	16.
	Liaise with other council departments, third parties and external agencies such as enforcement agents, valuation office agency, insolvency practitioners, DWP, HMSCS.  This list is not exhaustive.

	17.
	Participate in system testing and annual billing.

	18.
	Give basic advice on welfare benefits or signpost to a relevant agency. Identify sensitive/vulnerable cases and refer to various support organisations as appropriate.

	19.
	Proactively work as part of the team, be flexible and adapt to changing work demands, providing support across the entire Revenues and Benefits department.

	20.
	To undertake training and mentoring of new staff. And as part of peer training, plan and undertake training of existing colleagues upon identification of training needs from the Quality Assurance Officer.

	21.
	Participate in reviews of the service, identify areas for improvement and savings and identify where working practices could be changed to increase customer service and efficiency.

	22.
	To always comply with the General Data Protection Act, relating to personal information held by the Council. Any employee who mis-uses, accesses or discloses personal data relating to a living individual without checking that it is to be used for an authorised purpose relevant to the Authority, may be prosecuted in a Criminal Court, as well as facing disciplinary action. This includes the Department of Work & Pensions data on our systems.

	23.
	Any other duties that are appropriate with this post.



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

	2.
	Not Responsible for budgets.

	3.
	Service delivery; 

The postholder is expected to contribute to the improvement of service delivery standards.





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
	

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

	Experience of using NEC software and associated systems
	
	X

	Experience of working within a team.

	
	X

	Have experience of dealing with confrontational/difficult customers
	X
	

	Experience of undergoing and supporting organisational change
	X
	

	Knowledge

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

	X
	

	Working knowledge of the evidence requirements in support of claims for Council Tax Support

	
	X

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

	X
	

	Working knowledge and understanding of debt recovery procedures
	X
	

	Knowledge of the criteria for claiming various state/welfare benefits.
	
	X

	Knowledge of following established procedures with reference to relevant guidance manuals codes of practice and applied to standard situations.
	X
	

	Maintaining accurate customer information and records
	X
	

	Behaviours

	Consistency:
Maintains standards, behaviours and fair decision 
making at work, correlating actions to opinions
	X
	

	Commitment:
Embraces and champions Aruns values, with a strong work ethic, commitment, and motivation, to achieve and 
deliver outcomes
	X
	

	Adaptability:
Ability to remain flexible and resilient when 
encountering new or different circumstances, and 
identifying solutions.
	X
	

	Supportive:
Builds a supportive work environment by being 
available, actively listening and providing constructive advice or suggestions.

	X
	

	Competencies

	Collaborative working:
Pulls the team together, can work in collaboration 
internally/externally to achieve an end result
	X
	

	Communication (written/oral):
Able to communicate (sometimes contentious 
matters) clearly, appropriately, and respectfully at all levels. 
	X
	

	Industry knowledge:
Actively seeks out best practice and CPD to 
understand current issues related to the department, sector and profession to 
make informed decisions
	X
	

	Initiative:
Is resourceful and able to work and make decisions with limited supervision.
	X
	

	Organisation skills:
Understands work of the wider team and feeds into supporting this alongside own work, making the best use of available resources.
	X
	

	Working with stakeholders:
Displays Arun’s values and behaviours when interacting with internal and external stakeholders, developing a network of contacts.

	X
	

	Coaching:
Ability to take an active role in helping others to learn and develop at work to help achieve departmental objectives.

	X
	

	Other 

	
	Yes
	No

	Does this role require a Basic DBS (Disclosure and Barring Service) 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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