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Job Description 
	Job Title
	Collection and Recovery Processing Officer

	Grade
	Band E

	Reporting To
	
Collection & Recovery Team Leader


	JD Ref
	BUS0227G


	 
Purpose
Responsible for the delivery of the Debt and Income Maximisation Business Units services to internal and external customers.
Main Duties And Responsibilities
· Calculate, record and process revenues transactions ensuring compliance with relevant legislation and local procedures.
· Analyse and assess data/information to determine outcomes in relation to all aspects of revenues works.
· Perform data input to revenues systems.
· Liaise with customers in response to general enquiries and advise on revenue processes and outcomes.
· Work to well defined revenues processes to assist in the analysis of information and perform tasks.
· Adhering to Council Policies legislation and procedures, such as Council’s retention Policy and GDPR etc.
· Promote self service to customers and support them to do this via mediated facilities.
· Be proactive in contributing to the achievement of revenues statistical and qualitative performance targets.
· Ensure payments received are accurately processed, reconciled and prepared daily for Security collection in accordance with Audit guidelines.
· Investigate recovery of debts in accordance with the recovery strategy/action plan as instructed by the Revenues and Benefits Manager (Governance and Support).
· Seek advice regarding complex matters from the Processing Specialist.
· Assist technical specialist in bailiff administration.
· Make and monitor repayment arrangements and take necessary action if defaults.
· Assist in maintaining recovery records across the service area.
· Administer recovery in accordance with Fair Debt Policy.
· Liaise with external sources as required ie. DWP and OPG.
· [bookmark: _Hlk142571170]Assist and provide administrative support to Team Leader/Managers to ensure all enquires are handled efficiently. 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Knowledge & Skills
· Excellent literacy and numeracy skills.
· Excellent interpersonal and communication skills.
· Demonstrate a comprehensive understanding of Income and Debt processing procedures.
· Knowledge of relevant specialist legislative requirements eg. Council tax, business rates, accounts receivable and benefits.
· Understanding of confidentiality requirements
· Demonstrate the ability to analyse information and make an appropriate decision on a course of action.
· Demonstrate comprehensive IT skills eg. Use of Microsoft Office etc.
· Able to work to deadlines.
· Desirable - Knowledge and experience of working in local government.
· Knowledge and experience of Local Government Finance.
Experience
· Experience of data input into Income and Debt systems.
· Experience of working in a customer service or office environment.

Additional Information 
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)
· Exposure to persons with challenging or aggressive behaviour
Approved By: Michael Fisher (Head of Service Revenues and Benefits)
Date Of Approval: 18/08/2022




2

[image: A blue circle with white outline and a rocket and a person in a circle

Description automatically generated]

image2.jpeg




image3.png
#BETHE:
iDIFFERENCE:




image4.svg
                                                                                                                   


image1.png
©@ 00 O

ACCOUNTABLE AMBITIOUS RESIDENT PROFESSIONAL
FOCUSED




