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JOB DESCRIPTION 








	Job Title: Temporary Recovery Assistant

	Directorate: Resources

	Section: Recovery
	Reporting to:   Recovery Officers


	Grade:  5
	Hours per Week: 37


	Post Number: 
	Number of Employee 
Reporting to Post:               0

	Special Conditions:

	Location of Post: Based at County Hall for the full duration of the training period. Once fully trained hybrid working will become available with office attendance  required at least twice a week.  

	Job Purpose:  

The Temporary Recovery Assistant will be responsible for recovering overdue Council Tax, Business Rates, Parking Fines, and Moving Traffic Offences that have progressed to legal proceedings.

The role includes providing support to both internal and external Enforcement Agents, as well as negotiating with and offering guidance to customers regarding repayment of overdue debts and fines. The postholder will work closely with the Money Advice Team, Citizens Advice Bureau, and other debt‑advice providers to ensure customers receive appropriate support.

Regular liaison with internal Revenues Teams and the Parking Services Team is also a key part of the role.




	Duties and Responsibilities

Job Specific Requirements


1.  To have a good understanding of Council Tax/Business Rates and Traffic Enforcement and its associated legislation.

2. To provide support and advice to Internal and External Enforcement Agents when required.

3. To handle inbound and  outbound calls to customers to discuss arrears balances and to make repayment arrangements that are satisfactory to the Council to recover the debts within a specified timeframe.

4. To assess and ratify financial statements undertaken by the Money Advice Team.

5. To ensure that the appropriate recovery action is taken to secure debts and assist in the preparation of documents for Committal (for Business Rates arrears), Bankruptcy and Charging Order Proceedings.

6. To liaise with other internal sections/departments in the process of carrying out recovery duties.

7.  To assist in the training and development of less experienced staff.


Corporate Requirements

· To participate actively in supporting the principles and practice of equality of opportunity as stated in the Council’s Equal Opportunities Policy.

· To take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions and to comply with all health and safety legislation as appropriate. 

· To, as a statutory duty, adhere to the Council’s Corporate Safeguarding Policy and associated policies and procedures and to report concerns regarding the safety and wellbeing of children or adults at risk. In order to support you in this, you are required to access safeguarding training at the level which is relevant to this post. 

· As a term of your employment, you may be required to undertake such other duties and/or times of work as may reasonably be required of you, commensurate with your grade or general level of responsibility within the organisation.  

· Although you will be provided with a base, you will be required to work from various locations in accordance with the needs of the role.


	
DATE COMPLETED:_______________  AGREED BY: _____________________ (Recruiting Manager)

Date Received by Post holder: _____________________

Signature of Post holder: ____________________________
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