= S

Council

o.r ‘;: -
R w
Fnglia EASTSUFFOLK
Revenyes ?aﬂwghiP BreC leDd EAST CAMBRIOGESHIRE Fenland District Council

COUNCIL

JOB DESCRIPTION

Job Title: Revenues Officer - Recovery

Service Area: Revenues Team: Council Tax
Organisation: Anglia Revenues Partnership

Reports to: Revenues Recovery Manager

Responsible for: N/A

Main Purpose of Job:

To assist in the collection & recovery of Council Tax, ensuring Council Tax income is received
promptly & efficiently.

Key Responsibilities:
e Maintain and update records within the appropriate databases relating to the billing and
collection of Council Tax
e Process data confidentially and in keeping with relevant Data Protection legislation
e To administer and process all types of council tax recovery actions, within agreed targets,
including the negotiation of payment arrangements and the monitoring of subsequent

recovery.

e Assess and apply the most appropriate recovery action for each case handled in a timely
manner to ensure that income to the council is maximised

e To deal with customer correspondence and enquiries in person, by email, by telephone or
by letter, providing an excellent, polite and courteous public service at all times.

e To deal with reports and other general tasks that are the responsibility of the Revenues
Recovery Department.

e To liaise with all departments of the council/ARP, government departments, external
bodies such as debtors, Enforcement Agents, Valuation Office Agency, and debt advice

agencies

e To be familiar with and keep own knowledge up to date regarding Council Tax legislation,
processes, case law, procedures and policies.

e Prepare accounts for write off where the debt is irrecoverable or reversal where it is later
identified the debt can be recovered.

e Assist the council’s representative at court if required.
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e To handle telephone queries from members of the public and other stakeholders
e To trace debtors who may have absconded through all means available.
e To undertake any other duties as may reasonably be required and compatible with and/or
arising from those listed above or directed by a Head of Service.
Additional Note:

Vulnerable People

We are committed to safeguarding and promoting the welfare of vulnerable people and we expect
all employees to share this commitment. All employees must familiarise themselves with the
Safeguarding Children and Young People and Guidelines for Working with Children and Young
People policy.

Health Safety & Environment

Managers are responsible for the health and safety of their staff and their actions that may affect
others; this is clearly set out in the Health and Safety Policy. It is the duty of all employees, while
at work, to take reasonable care of their health and safety, and of other persons who may be
affected by their activities; this includes colleagues, contractors and members of the public.

All employees must familiarise themselves with the Health and Safety and Environmental Policies.

Note: This is a description of the job as it is constituted at Sept 2019 but, as the organisation
develops, it may be necessary to vary the duties and responsibilities from time to time. It
is the practice of ARP and employing Council to periodically review Job Descriptions to
ensure that they relate to the job as being performed or to incorporate whatever changes
may be necessary. It is both Councils' and ARP’s aim to reach agreement to such
reasonable changes with the post holder but if agreement is not possible the Councils and
ARP reserve the right to insist on changes to the Job Description after consultation with
the post holder.

On signing your Statement of Particulars it will be deemed that this Job Description
has been accepted by the post holder.



