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JOB DESCRIPTION

	JOB TITLE: Revenues Operation Manager
	JOB NO:




	GRADE: GR6*consultation grade - subject to 
formal evaluation under the Pay Equity Review

	DIVISION: Digital and Customers Services



	NO OF POSTS: 1
	SECTION: Revenues



1.0 JOB PURPOSE

The management of the prompt, accurate and efficient billing, collection and enforcement of local taxation charges within budget and to high standards.

2.0 DUTIES AND RESPONSIBILITIES

2.1 To maximise collection local taxation charges for the City Council through close management control  

2.2 To be responsible for the management and control of staff including performance management, staff development, and motivation. 

2.3 To monitor and improve performance by intelligent use of management information - including data analysis and interpretation. 

2.4 To work with other managers to achieve corporate objectives and to contribute to initiatives, including actively working on projects. 

2.5 To ensure that all relevant information is communicated effectively including holding team briefings and regular management meetings.

2.6 To organise and manage staff, including the development of work plans and performance targets ensuring that managers under the post holder’s area of responsibility prepare, finalise and monitor work plans for the relevant area and ensure that the appropriate targets are met through best use of resources. 

2.7 To be responsible for and ensure next line managers implement and monitor the quality of work undertaken in the area of control including a system of quality control.

2.8 To contribute to the formulation and development of policies and procedures within the division and the revision of standard documentation 

2.9 To initiate and implement changes in procedures and systems to ensure continued improvement in service delivery 

2.10 To communicate, liaise and represent the Division, as necessary, with other sections and departments within the City Council and with outside organisations, other third parties, stakeholders and customers. 
2.11 To control and make recommendations for the write-off of accounts in line with agreed policy, standing orders and procedure. To monitor performance of partners and agents, eg Bailiffs, Valuation Office Agency, Service Birmingham etc and resolve operational issues. Also to prepare information for Cabinet and other member reports, Government returns and the City’s annual Tax Base.
2.12 To collate and analyse data, producing reports and statistical information as necessary. To take action required to improve efficiency and cash flow .
2.13 To recruit and select staff.

2.14 Contribute to the city council's sustainability strategy by being aware of the resources required to undertake this work and making sure that resources are not wasted and disposed of in a sustainable way.

2.15 To liaise as appropriate with all significant internal and external stakeholders as appropriate 
2.16 To maintain an understanding of and sensitivity to the cultural difference and needs of the community in the City in the provision of the Revenues Services.

2.17 To promote, adhere to and implement the City Council’s Equal Opportunities policies.
OBSERVANCE OF THE CITY COUNCIL’S EQUAL OPPORTUNITIES POLICY WILL BE REQUIRED

3.0
SUPERVISION RECEIVED

3.1
SUPERVISING OFFICER JOB TITLE: Head of Revenues 
3.2
LEVEL OF SUPERVISION

1.
Regularly supervised with work checked by supervisor.

2.
Left to work within established guidelines subject to scrutiny by supervisor.

3. Plan own work to ensure the meeting of defined objectives.

4.0
SUPERVISION GIVEN (excludes those who are INDIRECTLY supervised 
i.e. through others)

	POST TITLE
	GRADE
	NO OF POSTS
	LEVEL OF SUPERVISION*

	Revenues Section Managers
  Revenues Team Managers 

	GR5
GR4
	2
3

	3
2


5.0
SPECIAL CONDITIONS

	DBS check required for the post
	Yes
	X
	No
	 

	Level of check required
	Standard
	X

	
	Enhanced
	

	
	Enhanced with barred list check - Adults
	

	
	Enhanced with barred list check - Children’s
	

	
	Enhanced with barred list check – Adults & Children’s
	


	Date:
	Name:
	Signature:


PERSON SPECIFICATION

	JOB TITLE:
	Revenues Operations Manager
	GRADE:
	GR6*consultation grade - subject to 

formal evaluation under the Pay Equity Review


	DIRECTORATE: 
	Finance 
	DIVISION:
	Revenues, Benefits and Rents



	DEPARTMENT:
	Revenues 
	
	


	CRITERIA


	ESSENTIAL
	METHOD OF ASSESSMENT

	Experience

(Relevant work and other experience)
	Experience of working at a senior management level

Experience of operational process management

Experience of Business Planning

Experience of delivering meaningful performance improvement in the delivery of services

Experience of managing work planning paying particular attention to the close detail of processes

Experience of financial management with responsibility for complex budgets

Experience of successfully managing complex organisational change

Experience of managing employees including employee relations, staff development, performance and attendance issues

Knowledge and commitment to customer service

Experience of IT processes and systems 


	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

I

AF/I

	Skills and Abilities
	Ability to establish good working relationships with the trade union representatives and internal and external stakeholders

Excellent interpersonal skills and an ability to work corporately across a large organisation

Ability to contribute to wider thinking about the strategic management of the Revenues and Benefit Division and particular emphasis on the effectiveness and efficiency of working practices including the application of new technology

Resource management skills

Ability to work under pressure and to manage complex and conflicting issues/demands simultaneously

High level communication skills both oral and written

Public presentational skill and ability to deal with the media

Ability to Project manage effectively

Ability to manage limited budgets effectively

Ability to communicate complex financial issues to lay people/non financial staff

Ability to produce accurate and timely management information

Ability to demonstrate commitment to equality of opportunity and a thorough understanding of equality issues including a commitment to the equality planning process

Skill of resilience, diplomacy and business acumen
	AF/I

AF/I

AF/I/T

AF/I

AF/I/T

AF/I

AF/I/T

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

	Skills & Abilities

(Cont’d)
	Ability to work unsocial hours including weekends/Bank Holidays as required

Ability to maintain confidentiality


	AF

AF

	
	Relevant management degree and/or a demonstration of extensive management experience at a senior level
	AF


All staff are expected to understand and be committed to Equal Opportunities

in employment and service delivery.

	Date:
	Name:
	Signature:

	Date reviewed:
	Name:
	Signature:


Method of Assessment




AF = Application form;

I = Interview,

T = Text or Exercise
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