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Job Outline


	Post No. :
	2923   

	Post Title:
	Enquiry and Collection Officer

	Directorate:
	Resources

	Division:
	Revenues & Exchequer Services

	Section:
	Income

	Reports To:
	Senior Revenues Manager Post 6143

	Location:
	Municipal Buildings

	DBS Status:
	Basic DBS Check

	Grade:
	Grade E


	Role Purpose

	To administer, collect and recover Council Tax and Business Rates for the Shared Revenues and Benefits Service for Blackpool and Fylde Councils. 

To undertake property inspections and provide information regarding council tax business rates and the BIDS levy from visiting customers in their own homes or business. 

To negotiate payment arrangements and collect sums owed and inspecting properties.


	Main Duties and Responsibilities

	· Visit and inspect properties to ensure Council Tax and Business Rates records are accurately maintained.

· Assist and support internal and external customers, with regard to revenues queries.
· Act within legislative guidelines, to ensure action to maximise collection of revenues for both Councils.   
· Monitor and review customers’ accounts.
· The post holder will be expected to make decisions and undertake appropriate action to determine liability and recover the Council Tax and Business Rates.
· Taking cash payments from customers 
· Negotiate realistic payment arrangements acceptable to the Council and the customer.
· Deal with sensitive information in accordance with the Data Protection Act, in relation to customers.


	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· GCSEs Grade A*-C/4-9, NVQ2, Level 2 Diploma or equivalent in Maths and English
· Basic IT qualification, e.g. ECDL, CLAIT
	E

D


	Knowledge, Skills and Experience 
Required
	Please mark which are Essential or Desirable 
	E/D

	· Substantial knowledge and understanding of Council Tax and Non Domestic Rates Legislation and Revenues Service. 
· Knowledge of advice and support networks available to debtors.

· Considerable knowledge of options and procedures available for recovering Income from Local Taxation
· Experience of using Revenues and Benefit Software.  
· Experience of using Document Management System, 
· Excellent communication and negotiation skills.

· Experience  in the use of Office software packages - (i.e. Microsoft Word, Excel and Outlook) 

· Capable of dealing with internal and external customers to the required standards of service.                                                                                                                                         

· Understand how to effectively investigate records and data to answer queries, monitor and reconcile customer accounts.

· Ability to deal with challenging behaviour in a calm and professional  manner
· Have the ability to respond to situations quickly and demonstrate flexibility
· Ability to engage with customers from a wide range of social groups.

· Experience of working in a customer facing environment.

· Experience of dealing with customer enquiries.

· Experience of working in an office based environment.
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	Vision and Values

	Our Priorities

We have two priorities:

· Priority one - The economy: Maximising growth and opportunity across Blackpool

· Priority two - Communities: Creating stronger communities and increasing resilience

Our Values

· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved

· We are committed to being fair to people and treat everybody we meet with dignity and respect

· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need

· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer

· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude


	Equal Opportunities: 

We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


