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Person Specification



Job Title: Council Tax Officer							Date: Jan 26

	
	Essential
	Desirable 

	Relevant Knowledge and Experience  
	Experience of working in a Council Tax environment.

Experience of working with Customers in an office or similar setting.

Experience of dealing with difficult customer enquiries.

Experience of data processing.

Working knowledge and understanding of Data Protection principles.

	Working in Local Government or for or for a Public Sector employer.

Experience of using MRi (Academy) Revenues and Benefits.

Experience of working with electronic document management systems.


	Qualifications   

	Qualified to a good standard of general education (4 GCSEs or equivalent)
	IRRV Qualification.

	Skills and Abilities 
	Excellent communication skills.

A good telephone manner; able to deliver messages clearly and concisely. 

Numerate. 

Able to organise and prioritise work to meet deadlines. 

Strong attention to detail. 

Effective team worker.

Problem-solving skills.

Flexibility in terms of hours and duties.

Ability to remain calm whilst under pressure.

Treat all individuals with dignity and respect.

Customer focussed and willing to go the extra mile.

Proficient in the use of Microsoft Office.

	

	Other Requirements 
	To demonstrate and promote the Council’s visions and values. 
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