PERSON SPECIFICATION













	Position Title:
	Revenues Team Manager- 
	Date Prepared:
	March 2016

	Directorate:
	Finance
	Position Number:
	

	Department:
	Revenues & Benefits
	Grade: PO3
	To be evaluated

	AF= Application Form                           I= Interview                                            T= Test


	Person Specification
	Essential
	Desirable
	Method of Assessment



	1. EXPERIENCE
1.1  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
1.2 2 years management / supervisory experience on a Council Tax Team.
1.3 2 years management / supervisory experience on a Housing Benefit Overpayments or Business Rates Team
1.4 Experience of interpreting Council Tax, Business Rates and/or HB Overpayments legislation and conveying this to others in a clear and concise manner
1.5 Experience of presenting and defending cases in court associated to revenues debt collection

1.6 To have operated a Council Tax, Business Rates and/or HB Overpayments computerised system 
1.7 Experience of analysing complex information and resolving problems 
1.8 Experience of presenting written and verbal communication in a clear and concise manner
1.9 Experience of using business software for email, word processing and spreadsheets

1.10 Use of IT in an office environment (i.e. PC’s, MS Office, Word, Excel etc.)
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	2.  KNOWLEDGE

2.1 Detailed knowledge of Revenue 

      Legislation relevant to the core tasks

2.2 Working knowledge of Benefits legislation.

2.3 Working knowledge of Court Proceedings

2.4 Knowledge of a Revenues or Benefits document management system

2.5 Knowledge of Revenues and Benefits core systems
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	3.   SPECIAL ABILITIES/APTITUDES

3.1  Ability to be flexible and work as part  

       of a team.

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

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

3.4 Ability to produce complex written communication in a clear, concise accurate manner  
3.5 Ability to meet, maintain and exceed targets and deadlines   
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	4     OTHER POSITION SPECIFIC

       REQUIREMENTS

4.1 Commitment to the Council’s Equal

      Opportunities Policy and acceptance 

      of their responsibility for its practical 

      application. 

4.2 To understand and comply with the 

       requirements of the Health and 

       Safety at Work Act 1974.
4.3 To have a detailed understanding of

      the Data protection act and the impact

      on the Revenues Service
4.4  To work outside office hours when

       required
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	5 EDUCATION AND TRAINING

5.1 5 GCSEs which include Mathematics and English or its equivalent from a recognised institution
5.2 IRRV Technical membership with NNDR and Council Tax modules
Candidates having relevant experience but without the academic qualifications are encouraged to apply
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	6 DISQUALIFYING FACT

6.1 Indication of sexist, racist or anti 

      disability attitudes or any other 

      attitudes inconsistent with the 

     Council’s Equal Opportunities Policy.
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