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	Role Title
	Revenues Team Manager – 

	Job Family
	Revenues and Benefits

	Pay Range / Scale
	PO3

	Purpose   To lead and manage a team of Revenues officers within the Revenues Service and be responsible for the administration, collection, and recovery of Council Tax in the borough  including Council Tax valuation and area inspection functions


	Generic Accountabilities
	End Results/ Outcomes

	To be responsible for the prompt management of performance and personnel issues in accordance with Council procedures 


	Applying the Council’s employment policies when dealing with issues related to recruitment, appraisals and supervisory meetings, performance, conduct, sickness, disciplinary and grievance: seeking the advice and support of the Corporate HR team and/or Unit Manager as appropriate.  

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.
Customer needs are identified.
Services meet legislative and policy requirements.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Service standards are improved.

	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	To be instrumental in shaping the service by providing innovative and viable solutions to service challenges as they arise.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and centres of excellence.

	Develop and maintain effective communication and relationships with other services, key partners, service providers, stakeholders and the wider community  and implement new working arrangements where required.
	 Advise, consult and communicate as appropriate on service issues so that operational objectives are achieved, and information is passed on effectively and consistently. To represent the service at meetings of the Council. 

	To provide accurate and relevant management information and. 

Lead on specific projects as required.
	produce, collate and maintain statistical information as required
Projects are delivered to agreed specification, timescales and budgets.



	Co-operate with and support colleagues.
	Colleagues are supported.
Work on the team is planned, organised and allocated efficiently and resources are managed to ensure that an efficient and effective service is provided having due regard to time-scales and strict deadlines.
Quality and accuracy checking processes are in place mistakes are rectified quickly and not repeated. 


	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.
Council’s policies with regard to minimising loss and fraud are reflected in working arrangements and communicated to staff throughout the unit. 




	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.

	Job Specific Accountabilities:

	To have and maintain detailed knowledge and technical understanding of the regulations, laws and legislation relating to Council Tax, Business Rates, Housing Benefit Overpayments and Business Improvement 

Districts (BIDs).
	Detailed knowledge of Local Government Finance Act 1988
Council Tax (Administration and Enforcement) Regulations 1992

Knowledge of case Law and other initiatives affecting the Revenues and Benefits Service.

Legislation is interpreted and specialist information and advice relating to the work of the service is provided to team and other stakeholders.



	Deal with complex oral and written enquiries from customers and external companies, 
	Precise and detailed replies and drafted where required to customers and stakeholders

Appeals and set aside application bundles are prepared and presented.


	Service Level Agreements, 

specifications and contracts are

 monitored 
	Effectiveness of service provision is monitored for effectiveness and best value. 


	Identifying systems and reconciliation problems or inaccuracies in relation to the work of the team,
	Support and assistance is provided in resolving these problems. 
Patience and understanding is exercised when dealing
with these problems. 
Causes explained and risks identified to overcome them in the future



	Lead and manage the team in the administration, collection, and recovery of Business Rates and BIDS levy
	Call volumes are monitored and high customer standards maintained
Refunds and write offs authorised in line with policy and procedure. 

Accuracy of customer accounts and the database are maintained. 

	Maintain annual billing requirements
	Accuracy of data on the bills
Legal requirements are met

	Represent the Service at 
meetings of Council departments, 

public/private sector 
organisations and other working
 parties as required.


	Specialist expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.


	To represent the Council at Court and Tribunals relating to Council Tax, Business Rates, BIDs and Housing Benefits Recovery matters
	Informed decisions are made based upon Case Law and Regulations
Queries raised by the Clerk, tribunal panel, Solicitors, Barristers and defendants and responded to in detail

Clear and concise witness statements are written that may be used in any court correspondence



	Revenues contracts are managed and where appropriate to ensure 
	Performance collection targets are achieved

Innovative processes are developed to improve service delivery
Regular audits are undertaken

Liaison meetings arranged and attended

	Submit claims in respect of bankruptcy and charging order proceedings
	Debts are secured and funds to the council maximized


	Invoices for Enforcements

 Agents and any other service

 contracts are checked and 

approved for payment. 
	Accuracy of audit trail

Payments are made in a timely manner

Service delivery is not interrupted. 

	Deputise for the Unit Head in
their absence and provide cover
for other colleagues where
 necessary.
	Service delivery is maintained

Team management is arranged
Escalations are handled at all levels


	Nature of Contacts 

Typically involves Heads of Service, and Unit Heads across the authority, and external agencies and organisations providing advice regarding Revenues 
May involve direct contact with members of the public.
Deal with people at all levels confidently, sensitively and diplomatically.
Reports to Revenues Unit Head

	Procedural Context

Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.

Decisions will be made based on Service and Council procedures.


	Resourcing

Budget Responsibilities: None
Supervisory Responsibilities:  Team of 12 officers


	Competency Level:  Principal Officer/Manager


	Knowledge, Skills and Experience 

	· Experience of having worked in a Council Tax environment for  more than 3 years to establish and  amend liability and to ensure  accurate billing, collection and  recovery in accordance with  legislation.
· 2 years supervisory/ management experience and experience of leading specialist teams of staff.
· Experience of interpreting Council Tax, Business Rates and/or HB Overpayments legislation and conveying this to others in a clear and concise manner
· Experience of presenting and defending cases in court and the VTS associated to revenues debt collection

· To have operated a Council Tax, Business Rates and HB Overpayments computerised system and have experience of analysing complex information and resolving problems 
· Experience of presenting written and verbal communication in a clear and concise manner
· Use of IT in an office environment (i.e. PC’s, MS Office, Word, Excel etc.)
· Detailed knowledge of Revenue Legislation relevant to the core tasks

· Working knowledge of Benefits legislation.

· Working knowledge of Court Proceedings in relation to liability order courts, insolvency and county court applications

· Knowledge of a Revenues or Benefits document management system

· Ability to be flexible and work as part  of a team.

· Ability to use initiative and change working practices to increase collection  

· Ability to deal with customers and external agencies face to face and by telephone in a polite, courteous and friendly manner.

· Ability to produce complex written communication in a clear, concise accurate manner  

· Ability to meet, maintain and exceed targets and deadlines   



	Indicative Qualifications

IRRV Technical membership with NNDR and Council Tax modules would be desirable


	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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