GUILDFORD BOROUGH COUNCIL

JOB DESCRIPTION

POST TITLE:


Revenues Assistant - Recovery

POST NUMBER:


Dc16

DEPARTMENT:


Borough Treasurer’s

DIVISION:



Benefits and Revenues Services

LOCAL GRADE:


3/4

RESPONSIBLE TO:

Council Tax Manager

PURPOSE OF JOB

The Council Tax Section in the Borough Treasurer’s Department is responsible for collecting an annual amount in excess of £43 million, on behalf of Surrey County Council, Surrey Police Authority, Guildford Borough Council and all of the Parish Councils in this area.  The effectiveness of the Council Tax Section is measured by the percentage collected and the competitiveness of the cost of collection.

The post-holder will, therefore, have an opportunity to combine their knowledge of this area whilst providing customers with a sympathetic, efficient and understanding service.

OUTLINE OF DUTIES

The post-holder will:

1. Monitor special payment arrangements, taking necessary action when payments have not been forthcoming.

2. Monitor the progress of accounts where a Liability Order has been granted by the Magistrates’ Court.

3. Monitor the progress of accounts that have been referred to the Council’s bailiff.

4. Monitor the progress of accounts that have been passed to tracing agents and act on any information received.

5. Assist Court Officer with Liability Court preparation and attendance where necessary.

6.
Answer customer queries either by letter or over the telephone.

7.
Input and amend data on the computerised Council Tax systems, by interrogating other computer systems or following the receipt of correspondence, telephone messages and internal or external communications.

STANDARDS

The duties are to be performed speedily, accurately and with the utmost customer care.  The post-holder will be conversant with the requirements of the Council Tax legislation and apply to the duties identified.

CUSTOMER SERVICE

The post-holder will be expected to maintain a high level of customer care and ensure that service standards are met during the course of duty.

PERFORMANCE INDICATORS AND TARGETS

The Council is required by law to set targets for continual improvement.  The post-holder will be expected to contribute to this objective by striving to improve the job to the benefit of all stakeholders (customers, management, elected Members, etc.)

The Council Tax Section is striving to:

· Maintain Council Tax collection at 99% or above for the current financial year 2002/2003;

· Keep the cost of Council Tax collection at £13.50 or under per domestic property by 31 March 2003;

· Sign up at least 36,000 direct debit payers by 31 March 2003;

· Keep the Loss Allowances total under £200,000 as at 31 March 2003;

· Reduce previous year’s Council Tax arrears to a combined total of less than £1,000,000 by 31 March 2003.

TECHNOLOGY AND CHANGE

Processes are under constant review.  The post-holder will be expected to adapt to changes in the business environment whether they concern technology or customer service.  Changes in technology, for example, may include data image processing that the post-holder will be expected to learn, develop and use to the benefit of the Section.

Technology will also affect daily routines.  One such routine will be the mode of working where a permanent desk may not necessarily be supplied and the post-holder will be expected to use vacant desks and equipment available at the time.

Training and Development

During the course of your employment you will be required to maintain a record of all training and development undertaken.  All employees will be given encouragement from their Manager/Supervisor to develop their skills and knowledge to the benefit of themselves and the Council.

Health and Safety

During the course of your employment you are required to follow the requirements and obligations of the Health and Safety at Work Act and the specific Health and Safety Policy and Guidelines produced by the Council.

Equal Opportunities

During the course of your employment you are required to observe and follow both the spirit and specific obligations placed on all staff by the Council’s Equal Opportunities Policy.

Other Duties

Any other duties of a similar nature as may be required by Management.

This Job Description is current as at the date shown below.   In consultation with you, it is liable to variation by Management to reflect or anticipate changes in or to the job.
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