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Job Description

Date: March 2025
Job Title

Revenues Court Officer
Directorate

Financial Services 
Grade 
Grade 8
Reports to
Senior Recovery Officer
Location

Muriel Matters House
Purpose of the Job

To collate and prepare all evidence required for hearings for Council Tax, Business Rates and BID levies, to represent the Council in Magistrates and other relevant Courts in all recovery proceedings including insolvency, Charging order and in some cases Committal with Legal representation where appropriate.

Undertake the recovery of unpaid council tax and non-domestic rates (NDR/business rates) in accordance with government legislation and council procedures. 
Main Responsibilities
· Administer Council Tax, Business Rates and BID levies recovery in accordance with current legislation and best practice.
· Collate and prepare evidence required for all court hearings including certification of documents, proof of postage etc. and ensure copies are held for evidence of any potential challenge.
· Prepare complaint for the issue of summonses, liability order for Council Tax and Business Rates and submit to the Magistrates court. Prepare evidence for the Liability Order hearings and represent the Council as an advocate in court.
· Act as a council witness in recovery proceedings and defend the council against set aside actions, wrongful taking of goods and case stated appeals, investigating, and compiling documentation and presenting written or verbal evidence where appropriate.

· Review financial statements returned by customers following the issue of a liability order and make a satisfactory arrangement to ensure the debt is paid, with cases sent to the Enforcement Agency when payments are not kept up to date.
· Investigate and prepare documents and evidence as required for presentation through courts including liaison with internal and external partners and appear as witness if required.
· In conjunction and liaison with legal, instigate Bankruptcy or Insolvency action against appropriate individuals or organisations, and secure the Council’s interest against property assets via charging orders for Council Tax and Business Rates.
· Liaise with legal department, enforcement agents and any other internal and external bodies to ensure successful and positive working relationships are created, maintained and in accordance with corporate approach of working together.

· Take the lead on maintaining management of large balance and rate avoidance accounts to ensure all cases progressed promptly including, compiling evidence and records, issuing of instructions to legal and/ or outside contractor for other actions as well as ensuring debt is looked at holistically and in line with the Council’s debt policy including vulnerability.

· Prepare cases with correct supporting evidence for charging Orders and identify and recommend appropriate large balance accounts for write-off.

· Participate in regular one-to-one meetings with senior members of the service regarding performance, work targets and your personal development.
General Responsibilities

· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.
· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.
· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.
· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.
· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 

· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.
· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require a DBS (Disclosure and Barring Service) Check to be carried out.  

The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Person Specification

Job Title
Revenues Court Officer
Directorate
Financial Services 
Essential Requirements

Qualification

1. Educated to GCSE or equivalent.

Experience

2. Experience of representing Council at Magistrates Court and other relevant Courts in all recovery proceedings is required. 

3. Significant proven experience working in a council tax and business rates environment.

4. Experience of working in a recovery team or in a similar environment with the collection of various debt types.

5. Experience of customer contact demonstrating good communication and interpersonal skills

Knowledge

6. Good knowledge of council tax and business rates legislation including exemptions and discounts 

Personal Aptitude and Skills

7. Excellent customer care skills

8. Good communications and interpersonal skills, both written and verbal
9. Good negotiation skills with the ability to negotiate with customers to make satisfactory payment arrangements.
10. Ability to liaise effectively with external bodies and suppliers (e.g. enforcement officers) 

11. High level of numeracy and literacy skills

12. Good IT skills

Behavioural Approach

13. Ability to work under pressure and meet deadlines.

14. Self-motivated
15. Able to work with minimum supervision.
16. Confident
17. Methodical
18. Satisfactory attendance record (normally less than 5 days absence in a year) but taking into account individual circumstances.

Further behavioural information can be found in our Staff Competency Framework which is included in this pack.  Interviews will include competence based questions and our managers are appraised against the framework as part of our performance management process.

Circumstances
19. Able to travel as required and attend hearings or meetings as Hastings Magistrates Court and any other court as required. 
The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.

Desirable Requirements

Knowledge
20. Knowledge of revenues collection proceedings

21. Experience of using NEC Revenue and Benefits system and information @work
22. IRRV Qualification or equivalent or NVQ Level 3

23. Trained in Revenues Law & Practice
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