[image: image1.jpg]Pl 22 2 X
Sevenoaks

DISTRICT COUNCIL





	Dartford and Sevenoaks Revenues and Benefits
	


Job profile
	Post title
	Business Rates Officer

	
	

	Post no.
	TBC

	
	

	Band
	C: £30,269 - £32,790

	
	

	Responsible to
	Business Rates Team Leader


	Purpose of post:

To work as part of a team responsible for the billing, administration, collection, and recovery of Business Rates. The role involves responding to customer enquiries via telephone and written correspondence, maintaining accurate computer records, and supporting the effective collection of revenue while delivering a high standard of customer service.


Key activities:

Ensure accurate billing of all accounts by determining liability, applying relevant reliefs or exemptions, and maintaining up-to-date name and address records.

Recover outstanding accounts efficiently and effectively by applying the most appropriate recovery methods for each debtor and maintaining accurate system records of recovery status.

Handle telephone enquiries from Business Rates customers, delivering a high standard of customer service and providing clear and accurate advice.

Process daily correspondence in accordance with established priorities and deadlines.

Respond to customer enquiries, particularly in relation to discounts, exemptions, changes of circumstances, payments, reminders, final notices, and summonses.

Promote and encourage the use of electronic billing and payment methods.

Contact customers to follow up on late or overdue payments.
Follow tracing procedures to locate debtors and prepare accounts for write-off or write-on where appropriate.

Attend court hearings to respond to customer enquiries and assist with arranging payment agreements where required.

Receive returned cases from third-party collection agencies and progress them appropriately.

Participate in relevant training to support the duties of the role and contribute to the achievement of organisational objectives.

Participate fully in the organisation’s staff appraisal and performance management processes.

Comply with all employee responsibilities under Health and Safety at Work legislation.

Adhere to the organisation’s Equal Opportunities policies and practices.

Undertake any other related duties as required by the Revenues Management Team or Head of Service.

	Dartford and Sevenoaks Revenues and Benefits
	


Person Specification
	Post title
	Business Rates Officer

	
	

	Post no.
	TBC


	
	Essential
	Desirable

	Personal Attributes
	Demonstrates a strong commitment to delivering a high standard of customer service and handles enquiries, problems, and difficult situations in a calm and professional manner.

Works effectively as part of a team and shows commitment to achieving team objectives and targets.

Communicates clearly and effectively in a variety of situations, with the confidence to represent the Council appropriately within the scope of the role.

Understands the impact of individual actions and behaviours on the business and reputation of the Council, completing tasks accurately and thoroughly. Shows an open-minded approach to new ideas and innovation.
Achieves targets and deadlines through effective planning and time management. Proactive, reliable, flexible, hardworking, and enthusiastic with a willingness to understand and improve processes.

Able to retrieve relevant information quickly and efficiently, using it to make sound decisions. Demonstrates the ability to analyse problems and develop practical solutions with an accurate and methodical approach.

Manages time and resources effectively to meet operational demands.


	

	Skills/Experience
	Proven ability to work flexibly, both independently and as part of a team.

Demonstrated ability to manage difficult or challenging situations effectively.

Ability to perform detailed and accurate numerical calculations.

Ability to analyse and interpret complex legislation, identify key issues, and reach logical conclusions.

Computer literate with experience using email, word processing, and spreadsheets within Windows-based applications.

Ability to work under pressure while meeting deadlines and maintaining accuracy.
Experience of liaising and working with members of the public, organisations, and external agencies.


	

	Specialist Knowledge / Qualifications
	Sound understanding of relevant techniques and procedures gained through training and significant work experience.

Ability to interpret established practices, policies, or precedents to determine appropriate solutions to problems.

In-depth knowledge of Council Tax and/or Business Rates, particularly in relation to billing and collection processes.


	

	General/Special Circumstances
	Willingness to undertake relevant training and continuous professional development as required.
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