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Job Description

Date: May 2025
Job Title

Revenues Officer CTAX/NDR

Directorate

Financial Services
Grade 
Grade 9 
Reports to
Senior Revenues Officer CTAX/NDR

Location

Muriel Matters House
Purpose of the Job

To undertake and provide professional, proactive, customer focussed service to maximise revenue for the Council, through the billing of Council Tax, Non-domestic rates and BID levies which will focus the service on meeting statutory and legal obligations and the Council’s objectives. Officers will be required to flex across the two areas of Council Tax and Business Rates to meet fluctuating work demands and to achieve single point resolution wherever possible. 

It is not expected that staff will become expert in both areas of work but will acquire a basic knowledge and understanding of the routine enquires and transactions carried out across the wider Revenues Service. 

Main Responsibilities
1. Undertake prompt and efficient billing of Council Tax and Business Rates in accordance with legislation, guidance, best practice, and local policy.

2. Updates accounts with relevant information via the core NEC Revenues system , ensuring customer details are correct and reflects their current circumstances in order to issue up to date Council Tax, and Business Rates demand notices and initiate the statutory recovery process where applicable.

3. Update and make timely and accurate decision on liability and entitlement to reliefs, discounts exemptions and mandatory discounts.

4. Ensure timely and accurate action relating to Direct debit instructions, including setting up new accounts, amendment of existing instructions, processing BACS errors, warning list. and other payment schemes.

5. Update and maintain property database, reporting changes to the Valuation Office Agency and update schedules.

6. Process telephone payments and transfer payments between affected accounts at the request of the customer and process refunds where overpayments have occurred and write-off where a.

7. Assist with the preparation of Reminders, Summons, Court hearing and Tribunal cases, and to attend court with the Revenues Team Manager, and or Senior Recovery Officer to assist with customer enquiries and agree payment arrangements, and other appropriate forms of recovery action.
8. Identify potential eligibility for Council tax reduction, other welfare benefits and Council tax discounts and Business Rates exemptions and reliefs. Signposts customers to the relevant welfare and budgeting advice, breathing space, liaising with colleagues in other Council departments as appropriate.
9. Deal with a wide range of enquires from customers through all communications channels, providing information and advice, interpreting the legal position in relation to accounts.

10. 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 Officer CTAX/NDR

Directorate

Financial Services 
Essential Requirements

Qualification

1. Educated to GCSE or equivalent
Experience
2. Minimum 2 years’ experience of working in a Local Authority council tax and business rates environment
Knowledge

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

Personal Aptitude and Skills
4. Excellent customer care skills
5. Good communications and interpersonal skills, both written and verbal
6. Good negotiation skills with the ability to negotiate with customers to make satisfactory payment arrangements
7. Ability to liaise effectively with external bodies and suppliers (e.g. enforcement officers) 

8. High level of numeracy and literacy skills

9. Good IT skills

Behavioural Approach
10. Satisfactory attendance record (normally less than 5 days absence in a year) but considering individual circumstances
11. Ability to work under pressure and meet deadlines
12. Self-motivated
13. Able to work with minimum supervision
14. Confident
15. Methodical
Desirable Requirements

Knowledge

16. Working Knowledge and understanding of data protection GDPR, Freedom of information principles.
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