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Role tITLE: Revenues System Support Officer
    			
Department: Resident Services, Benefits -System Team
 			
Reports to:	System, Support and Control Team Manager
		         
Grade: PO2

Responsible for: 0
______________________________________________________________________________                        

[bookmark: _Hlk525313679]ROLE DESCRIPTION

To be an expert officer in the System, Support and Control Team in relation to Council Tax, NNDR & BIDS matters. 
[bookmark: _Hlk221114738]To have expertise and up to date technical and legislative knowledge of administrating accounts in the registration, billing, and collection of Council Tax, NNDR and BIDS. Including awarding discounts, exemptions, and discretionary awards. 
To be proficient in the input of data, and data extraction functionality in the Academy MRI software system. 
Be proficient in extracting and using the Councils NEC EDMS system for administration of Council Tax, NNDR and BIDS. 
To have experience of interrogating the Academy Database to be able to fix or diagnose issues with rogue accounts or imbalances. 
To have experience of being part of a team responsible for the updating of the parameters and testing in the year end activity for Council Tax, NNDR and BIDS. 
To have experience of developing templates, including testing printing requirements for Council Tax, NNDR and BIDS. 
To support the System, Quality & Control Team to undertake complex data analyses utilising multiple sources. 
To have the ability to use statistical or financial data to make accurate forecasts in relation to Council Tax, NNDR and BIDS. 
To assist the Projects System & Performance Officer in related projects for the development of forms and use of software packages to enhance and support the Resident Experience & Access Program. 
To assist the System Subsidy & Control Manager and other Senior Managers within the Revenues Team in the day to day requirements of software development and testing. 
To in collaboration with the Training and Digital Support Officer, issue guidance notes following testing of new releases and software and agree the necessary training that will need to be given to officers to support the changes. This could at times involve delivering training themselves over various media platforms or face to face to compliment the Training and Digital Officers role. 
To lead on implementing and developing special IT projects on for the Revenues service as directed to meet the needs of the Department and to provide support to users. 
You will be required to conduct valuation list reconciliations for Council Tax and NNDR in conjunction with the Taxation/ Revenues Manager. 
You will form part of the System Support Team providing effective systems support administration for the service. This includes housing & council tax benefits, education benefits, council tax, business rates, and accessible transport. To have shared responsibility with all the officers within the System Support Team in providing support and guidance in system administration, design, fault resolution, and security, providing advice as necessary to staff and other departments when necessary. 
To be part of a team that maintain external contacts & testing for Academy and other software releases, including year-end activity. 
In addition, as part of our core business requirements, there will be a requirement to cover evenings and weekends at year end, and at other times in the year when there are system or core network upgrades or releases. 
The post requires working outside of core hours on a rota basis to check and manage daily batch processes, and to take appropriate action in the event of failures, to safeguard the system. 
To administer, set security settings in line with GDPR, data standards, information security policies within the relevant legislation and Council’s protocols, of user accounts, across our suite of IT systems. 
To reconcile, monitor and trouble shoot payments received or payments paid out. This includes forensically tracing payments and having to contact other services in relation to payment systems held within the authority. This could include colleagues in ICT, Finance, and third-party IT suppliers. 
To highlight any issues with payment transactions to their line manager if this cannot be resolved within the normal working day. 
To have the ability to run and create reports with the report builder software, including SQL and other reporting tools within the Academy and EDMS databases. To continue the development of this skill in relation to future projects and requirements. 
To support and deliver future and existing IT projects that promote further automation to processes, delivering better outcomes for Residents, as well as efficiencies and potential savings. To have the ability to assist in pulling together business requirements for IT suppliers to provide technical solutions. 
You will need to work closely with the Senior System Subsidy and Control Officer, Project System and Performance Officer and Training and Digital Support Officer, supporting implementation of new releases and legislative changes, training, and other system support work. 
Participate in a general support function or “helpdesk” as required within the System Control and Quality Team. 
Attend seminars and training as appropriate to keep up to date with Systems, Legislation, and the Technology of the service. 
To be able to submit BACS file payments for both Housing Benefits, Education Benefits and Revenues, this will include debit and credit files.


ABOUT THE ROLE 

You will need to:

· To have shared responsibility with the Subsidy & Quality Officer and the Projects System & Performance Officer to provide support and guidance in system administration, design, fault resolution and security, providing advice as necessary to staff and other departments when necessary.
· To be part of a team that maintain external contacts & testing for Academy and other software releases, including year-end activity.
· To occasionally work evenings and weekends but especially around year end testing and main uprating / billing, or when delivering special projects as required.
· To administer systems administration in relation to the setting/monitoring/changing of passwords, systems access and other controls
· To monitor and process payments on appropriate council systems, as necessary.
· To undertake other specialist tasks & projects relevant to the work of the team, including Valuation Office reconciliations & creating/ running reports using ADS, Access & SQL.
· To support and deliver future and existing IT projects that promote further automation to processes, delivering better outcomes for Residents, as well as efficiencies and potential savings.
· To have the ability to assist in pulling together business requirements for IT suppliers to provide technical solutions.
· Lead on developing and maintaining management / performance reports using the appropriate technologies
· Assist in developing testing criteria for both technical deliverables and end user testing and carry out testing (system and end user) as required.
· Working closely with users, carry out business process redesign, identifying system solutions and driving continuous improvement as part of special projects.
· Participate in a general support function or “helpdesk” as required within the System Control and Quality Team.
· Attend seminars and training as appropriate to keep up to date with Systems and Technology of the service.
· Embrace Change and New Technology work closely with the Training and Digital Officer
· Participate in other user groups, project management teams etc., as required.
· Attend and represent the Department at supplier user group meetings or special interest groups.
· Pro-actively liaise with Northgate/ Capita / MRI/ Granicus / Netcall and other suppliers as and when required or in the absence of Team Manager or Lead Officer 
· Your role will require you to be Self-reliant and well organised to be able to prioritise and manage a wide range of tasks and to achieve results, with often tight deadlines and in a pressurized environment.
· Ensure your actions and decisions align with the Council’s declaration of a climate and ecological emergency.


ABOUT YOU 

Knowledge & Skills:

· Have at least 2 years’ experience of working within a system support team supporting a
     Revenues and Benefits Academy/ MRI database
· Have extensive technical and legislative knowledge of Council Tax, NNDR and BIDS
· Have 2 years’ experience of being part of a team that tests and implements software releases, and system upgrades.
· Experience of using SQL, QBF and other related queries to run reports and interrogate data.
· Experience of working on form packages, and design
· Experience of working through year end processing including updating parameters, clearing integrity errors, identifying complex errors and fault diagnostics to ensure successful year end billing and benefit upgrading to ensure year end processes run to time.
· Experience and or an understanding of submitting BACS file payments for both Housing Benefits, Education Benefits and Revenues, this will include debit and credit files.
· Experience of working within a support desk environment providing training, support, and advice to users as well as liaising with technical experts to remedy errors and system failures
· Experience of working collaboratively within a busy and pressured support team, being a team player
· Experience of writing specifications to facilitate better solutions and enhanced programs to support the core business
· Have a commitment to drive transformation and change that is in the best interest of the business, seeking out innovation and efficiencies to enhance the service.  
· Ability to work under pressure be self-reliant and disciplined to deliver tasks and projects on time and within budget envelopes.
· IRRV qualification is desirable but not essential, or a willingness to study towards. 



ABOUT US

How we act defines who we are.  At the heart of our organisation is a common approach to defining ‘who we are’.  We are looking for people that can build this into everything they do. 
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Corporate requirements

Civil and Other Emergencies
To support the Council’s role in planning for and responding to civil and council emergencies using skills/expertise of the post holder, and in accordance with council emergency procedures. To provide emergency contact details for the purposes of emergency and service continuity plans. To ensure that you have read your Service’s business continuity plan and keep abreast of any updates, so that you know what to do, if the plan is activated. To participate in any testing of emergency plans, as directed and take an active role in making suggestions to improve team plans.

Digital
To use the Council’s office-based and mobile IT services for the input, access and transmission of information using the appropriate level of information security and classification through the use of electronic mail, diaries, word-processing, spreadsheets, and databases as well as any specific job-related applications as required to carry out the duties of the post.

Information Management
To comply with information rights legislation and the Council’s data quality and information management standards by applying information management related policies.

To report instances of non-compliance, errors, omissions or inadequacies in procedures to the business unit manager.
		
Health and Safety
To take reasonable care for his/her own health and safety and any other person(s) who may be affected by his/her acts or omissions at work, in accordance with the Health & Safety legislation.

To co-operate with the Council insofar as is necessary to enable it to comply with its duties under relevant health and safety legislation.

[bookmark: _Hlk41845863]Agile working
H&F prides itself on being an agile workforce and promotes flexible working opportunities.
Safeguarding of Children, Young People and Adults (for all front-line staff in Children’s Services and Adult Social Care) 
To be aware of and work in accordance with the Council’s child and adult protection policies and procedures in order to safeguard and promote the welfare of children and adults and to raise any concerns relating to such procedures which may be noted during the course of duty.

For further information on whether a Standard or Enhanced Disclosure check is required, managers should refer to Disclosure and Barring Scheme guidance.

CLIMATE AND ECOLOGICAL EMERGENCY
To ensure compliance with the Council’s low-carbon culture, for which climate and ecological literacy training is provided, along with an advice service from the council’s climate team. 

To ensure decision making, actions and day-to-day choices align with the Council’s declaration of a climate and ecological emergency.


Equity Diversity and Inclusion Statement 
We’re committed to making Hammersmith & Fulham one of the most inclusive borough’s in the country; a place where everyone feels valued, included and has equitable access to opportunities. 

Hammersmith and Fulham is an inclusive employer and welcomes applications from all sections of the community.   We work to eradicate discrimination on the basis of race, religion, gender, gender identity, sexual orientation, disability, pregnancy and maternity, age, and marital status. We also recognise that people can be disadvantaged by their social and economic circumstances, so we will also work to eliminate discrimination and disadvantage caused by social class.

We will be pleased to consider applications from candidates seeking flexible working arrangements.  

As users of the disability confident scheme, we guarantee to interview all disabled applicants who meet the minimum criteria for the advertised role.
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