JOB DESCRIPTION

POST TITLE :		REVENUE & BENEFITS ADMINISTRATION ASSISTANT

SERVICE :		FINANCE & TRANSFORMATION

GRADE :           	3

REPORTS TO :   	SENIOR REVENUE & BENEFITS LIAISON OFFICER

General Description of Duties

To provide administrative support, in conjunction with the other administration staff, as required for the Revenues and Benefits section.

Key Functions 


1. Carry out weekly reviews of data cleanse reports generated from the Business Objects reporting system.

2. To download BACS reports from the Natwest Autopay system and run them into the Northgate system.

3. To carry out reconciliation of totals between Revenue & Benefits systems and Exchequer systems, specifically payment reconciliation and unpaid direct debit reconciliation.

4. To ensure that relevant revenue and benefits reports are reviewed and actioned in a timely manner. Where possible resolve any issues arising from these reports. Where resolution is not possible in the first instance, refer the issue to a senior officer.

5. Manage the emails received in the revenues mailbox and distribute them as appropriate via the document management system.

6. Create the spreadsheets and liaise with Department for Work and Pensions to make the requests for deductions from benefit in respect of Council Tax.

7. To organise and carry out the process of postal reviews (interventions) of claims for housing benefit and/or council tax reduction.

8. To resolve, where possible, any issues arising from rejected rent referrals notified via the VICTER interface.

9. To deal with the HBMS matches files

10. To carry out the associated work with the BA reviews for housing benefit.

11. To deal with and distribute “Tell Us Once” notifications and death lists.

12. To run reminders & final notices for council tax and business rates

13. To provide cover as required for the other Revenue & Benefits administration staff.

14. To carry out any additional duties, as and when required, within the general scope of the post.


Other Factors

This job description is produced as a working document to identify the main areas of responsibility of the post.  It is intended to neither be a definitive statement of the duties of the post, nor specifically to exclude any task or range of duties that the postholder might reasonably be required to undertake.

Health and safety – general statement

To comply with the duties placed upon employees by TMBC’s Health and Safety Policy and related procedures. To act in accordance with all instruction, information and training required in relation to those duties. 
The post holder will be required to carry out their job role and related responsibilities with reasonable care to themselves and other persons that may be affected by their work.






