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	Job Profile



	Job Title    
	Revenues & Recovery Manager

	Salary/Grade     
	SMG1

	Service  
	Revenues & Benefits

	Reports to   
	Local Tax & Benefits Manager

	Manages/ Supervises
	Officers within Revenues, Sundry Debtors & Cashiers



	Job Purpose
	Responsible for providing leadership and operational managerial direction of the Revenues Service in the administration, collection and recovery of Council Tax, Business Rates, Sundry Debtors and Cashiering Services. 



	Principal Accountabilities

	
1. Day to day leadership, management and motivation of teams that specialise in the billing, collection, recovery and enforcement of Council Tax, Business Rates, Sundry Debtors and Cashiering.
2. Ensure parameter changes are provided to the Systems team, as required.	Comment by Phil Myers: This seems quite specific - should there be something more general along ensuring system parameters?	Comment by Julie Rigby: This is a specific duty which Nic has to do each month, but happy to change to incorporate any other parameter changes.
3. Workload and resource planning, to ensure all statutory timescales are achieved.
4. Ensure NNDR, CTX, Sundry Debtors, and cashiering reconciliations are undertaken and kept up to date
5. Responsibility for authorising Direct Debit files and ensuring unpaid files are actioned
6. Data and information analysis and providing technical and specialist advice and guidance.
7. Making decisions in complex cases or, where appropriate, advising the appropriate decision-maker
8. Completion of statutory returns, and other Revenues related returns.
9. Ensure that performance information is collected, analysed and reported.
10. Provide oversight to the Systems team in running year end and main billing activities.
11. Oversee and enable continuous improvement within the Service, leading projects and service development including making best use of IT, automation and digital transformation.
12. Dealing with difficult and challenging customers and situations, including complaint resolution.
13. Ensure that all relevant service-related policies are maintained and updated as required, and to provide advice on the development of those policies.
14. Ensure that the service website is kept up to date and provides relevant, accurate, and appropriate customer information
15. To ensure the design of systems and processes are tailored to customer needs and expectations
16. To represent the service on corporate groups, external forums
17. Assist finance with the  preparation of data for the annual Budget and Council Tax setting.
18. To ensure the administration, collection and payment of any Business Improvement District levies.
19. Lead officer for responding to internal and external audit queries relating to areas of responsibility. 
20. To notify in a timely manner the Head of Service of any significant changes in legislation that will affect the Council’s financial position.
21. To ensure effective performance monitoring and provide financial monitoring information to the Service Manager and Head of Service on at least a monthly basis.
22. Ensure the Council meets its statutory obligations and that the highest standards of probity and good conduct are maintained at all times. 
23. Uphold the Council’s governance mechanisms, ensuring operational effectiveness, probity, safeguarding, risk management, safety, equality and open government are maintained.




	Corporate Accountabilities

	· To take responsibility for maintaining own health and attendance.  
· To support, contribute and comply with quality and governance procedures as directed by management.
· To apply and actively promote the principles of the Council’s Equal Opportunities Policy in all areas of employment and service delivery.
· To apply and actively promote the principles of the Council’s Safeguarding Procedure in all areas of employment and service delivery. 
· Any other duties as required to support the business, including maintaining business continuity and during civil emergencies. All staff may on occasions be called upon to support the Council to deal with emergency situations affecting the community we serve. In the event of an emergency or a rehearsal for such an event, you may be required to attend at times and at locations outside of the normal hours and duties of the post and to adopt duties directed by the Chief Executive or their nominated representative for the duration of the emergency.
· Any other associated duties detailed by Head of Service or his representative.
· To advise Line manager if, at any time, the above duties and responsibilities cannot be performed. 






	Skills, Knowledge and Experience
(Tested at application and interview stage)

	
Experience and Qualifications

· IRRV qualification 
· Extensive experience of working in a Revenues environment and excellent customer service skills
· Managerial experience, relevant to a customer focused, service delivery role.
· A relevant professional supervisory or management qualification relating to the role


	Skills and Knowledge 
· Extensive knowledge and understanding of the law, legislation and best practice in Council Tax & Business Rates and in the recovery and enforcement of local authority debt.
· Knowledge of wider government policy relating to Revenues
· Experience of undertaking annual billing processes and year end reconciliations
· Confident user of ICT systems, including Microsoft Office and Revenues systems (Ideally experienced in the use of CIVICA Open Revenues).
· Ability to draw conclusions from data and information and make decisions and recommendations in complex cases.
· A sound understanding, and working knowledge, of Revenues statutory returns.
· Exceptional attention to detail, and the ability to problem solve and work to deadlines.
· Excellent communication skills across a range of stakeholders.
· Drive, ambition and enthusiasm
· Able to effectively manage own changing priorities in a fast-paced environment and plan workload to ensure deadlines are met.
· Sound organisational skills to ensure effective management of electronic and other information including diary management.
· Confident using technology and Microsoft applications (e.g. Office 365, Word, Excel, PowerPoint) and service specific systems.
· Developed and effective verbal and written communication skills. 
· Flexible and adaptable to change, uncertain situations.




	Competencies
(Tested at interview stage)

	Communicating Effectively 
Demonstrate the effective use of the range of communication methods available: written, spoken, electronic, and use these methods in appropriate ways suitable to the context and situation

· Present spoken communication in a polite, friendly and respectful manner seeking to ensure mutual understanding
· Listen well and seek clarification and understanding, avoiding jumping to conclusions or making assumptions
· Present information and ideas in a clear and understandable way which avoids jargon
· Seek to understand the communication needs of colleagues and customers, being mindful 
of equality issues and the diverse needs of the range of people we work with
Choose the most appropriate method of communication for the situation, seeking to avoid using one fixed style or approach

	Performing Efficiently and Effectively 
Promote good performance, developing clear, structured and efficient ways of managing workload and delivering results.  Staff should challenge themselves and others to perform well, and to adhere to the Council’s performance management systems
· Ensure that all work carried out by you is in line with business and service plans and supports the overall aims and ambition of the Council
· Plan your workload effectively, reporting achievements and problems to appropriate managers and project leaders
· See tasks and objectives through to completion
· Approach challenges with drive and enthusiasm
· Strive for continuous improvement in your work and manage your learning and development to enable you to perform to the best of your ability
· Create novel solutions to improve services and ways of working and challenge conventional practices
· Seek out income generating opportunities and efficiencies and aim to provide more for less to achieve the best possible value and high standards of service delivery
· Be enthusiastic about the Council’s services and look for opportunities to promote and sell them

	Using and Managing Resources Efficiently and Effectively 
Demonstrate the effective and efficient use of the full range of resources used in and by the Council including time, finances, staffing, equipment, information, materials, buildings, etc.
· Take responsibility for managing your time, seeking efficient ways to carry out your work, maximising your output and minimising wastage
· Use and acquire materials effectively and efficiently minimising wastage, recycling where possible, and striving for cost effectiveness
· Seek out ways to improve the use of resources
· Take ensure that personal & confidential data on the Revenues systems is appropriately used adhering to the Council’s Data Security and GDPR policies


	Engaging with the Customer
Understand the needs and requirements of their customers, to provide excellent customer service, and to involve customers in the improvement of services

· Provide a helpful and friendly service to customers, both internally and externally
· Take responsibility for following up on enquiries and solving customer issues
· Make efforts to fully understand the customer’s needs and avoid assuming that “we know best”
· Ensure that you have a full understanding of the needs and requirements of the customer
· Seek feedback from internal and external customers on the effectiveness and efficiency of the service you provide.

	Working well Together
Actively foster good working relationships with colleagues and customers in order to collectively achieve the Council’s direction and ambition
· Co-operate and work well with colleagues at all levels of the organisation, seeking collective responsibility for the achievement of goals
· Demonstrate consideration and respect for other’s feelings and opinions and avoid judging and making assumptions
· Maintain positive working relationships with external contacts in order to maintain the reputation of the Council
· Seek to actively solve problems and avoid passing the issue on to others or leaving the problem unresolved
· Demonstrate self-awareness of your style of working and develop flexibility and adaptability in order to work well with others



	Other Conditions

	Does this post require a DBS check
	
	Is this a Politically Restricted Post:  
	/No

	Job profile updated

	



	Values and Behaviours	Comment by Phil Myers: To be updated with current V&B’s 

	
Braintree District Council has corporate values and behaviours that set the standard for the organisation and all our staff.  These are integrated in all we do including recruitment, induction, performance review, apprenticeships and all our learning and development programmes. 

We call them PRIDE:
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