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	JOB DESCRIPTION


	Job Title: 
Revenues & Benefits Officer
Directorate: 
Finance

	Post No: 

Section:
Revenues and Benefits

	Hoople Band: 
C
Location: 
Auxilium House


	Organisational information:

Responsible to:  Section Team Leader
Dimensions:

To work generically to administer all aspects of work across Revenues & Benefits

Key relationships/Functional links with:

Internal: 

All departments in Hoople, Herefordshire Council including Customer Services,  Welfare Rights, ICT, HR
External:

Revenues & Benefit Customers, Employers, Department for Work and Pensions (DWP), Her Majesty’s Revenues & Customs (HMRC), The Rent Service, Private Landlords, Registered Social Landlords (RSLs), Voluntary Organisations, Enforcement Agents, HM Courts & Tribunal Service (HMCTS), other Local Authorities and Government agencies such as Valuation Office Agency (VOA), Ministry of Housing, Communities & Local Government (MHCLG), Department for Levelling Up, Housing & Communities (DHLUC), Department for Business, Energy & Industrial Strategy (BEIS) 


	Main Purpose of Job:

· Responsible for assessment and processing of Housing Benefit and Council Tax Reduction new claim applications and changes in circumstances along with determining Discretionary Housing Payment (DHP) applications. This includes the verification of claims from all tenancy types in accordance with the Housing Benefit Legislation 2006 & Council Tax Reduction Scheme Section 13A of the Local Government Finance Act 1992 and all internal policies and local procedures in place. 
· To have a comprehensive Knowledge of all Department for Works & Pensions legislation to include the Universal Credit Regulations 2013.
· To comply with and undertake DWP initiatives including the Housing Benefit Matching Service, Verification of Earnings and Pensions and Award Accuracy Reviews.
· The administration and billing of Council Tax including determining correct liability and timely billing in accordance with Local Government Finance Act 1992. This includes determining eligibility for discounts and exemptions under Section 4 and the ability to award a Discretionary reduction on Council Tax under Section 13A (1) (C).
· The administration and billing of Business Rates including determining correct liability and timely billing in accordance with Local Government Finance Act 1988. This includes to determine eligibility for reliefs under sections 43-49 of the Local Government Finance Act 1988. 
· To issue reminders, summonses and recover outstanding debts in relation to Council Tax and Business Rates including tracing debtors, referring debtors to Enforcement Agents, making and monitoring arrangements, arranging attachment of earnings and benefits and preparing cases for further recovery action such as insolvency options in accordance with The Council Tax (Administration and Enforcement) Regulations 1992 and The Non-Domestic Rating (Collection and Enforcement) (Local Lists) Regulations 1989 for Business Rates whilst adhering to Herefordshire Council policies and internal procedures

· To adapt to section workloads and requirements in line with demands and initiatives from Central Government, DWP & Local Government Agencies at very short notice.
· To provide a comprehensive telephone service to internal and external customers, aiming to resolve queries at point of contact whilst providing first class customer service and in line with The Equality Act 2010 ensuring all of Herefordshire have access to the service.
· Understand and apply the relevant legislation in regard to data protection in particular the General Data Protection Regulations and the Data Protection Act, 2018

· To have Fraud awareness at all times and act in accordance with the Council anti-Fraud strategy and assist in the identification of fraud across the whole Revenues & Benefits service
· To promote digital awareness to customers to enable them to manage their accounts online



	Main Responsibilities / Accountabilities / KRA: 

The jobholder will be expected to complete the responsibilities / accountabilities effectively in order to deliver the key objectives of the organisation
· The accurate verification and assessment of Housing Benefit and Council Tax Reduction new claims and changes in circumstances ensuring processing times meet DWP national processing standards for Housing Benefit and both meet Herefordshire Council Key Performance Indicators 
· Prompt processing of Discretionary Housing Payment applications ensuring the accuracy of awards and maintaining financial databases in accordance with local authority budget and DWP funding under The Discretionary Financial Assistance Regulations 2001
· To process reconsiderations and apply supersessions to original decisions for Housing Benefit in accordance with The Housing Benefit and Council Tax Benefit (Decisions and Appeals) Regulations 2001 > PART 11 – Revisions and supersessions (Regs 4-10A)
· Ensuring the accuracy of the Council Tax database by the correct determination of liabilities to include processing eligible awards of discounts and exemptions including conducting annual reviews to maintain financial accuracy.  
· Ensuring the accuracy of the Business Rates database by the correct determination of liabilities to include processing eligible reliefs and conducting annual reviews to maintain financial accuracy and to work in accordance with policies and procedures in order to deliver continuity and maintain accurate records. This includes assisting in the review of procedures. 

· Ensuring the accurate monitoring and collection of Council Tax & Business Rates debt by issuing reminders and summonses for overdue payments as well as liaising with internal and external agencies as necessary.

· Accurate recording of amendments, payment arrangements and actions relating to the collection and recovery of all debt and timely recovery action taken when required.
· Dealing with all customer enquiries and delivering excellent customer care verbally and in writing
· Assisting customers and processing work in alternative offices or working environments as required.
· Implementing changes to legislation and procedures as appropriate.
· Promoting digital awareness to Revenues & Benefits customers verbally and in writing.
· To follow the relevant procedures for ensuring that information and data is collected and recorded accurately thus enabling the production of reliable analyses and reports.
· Active participation in the agreement of meaningful and challenging team and individual performance targets.
· Responsibility for taking an active role within the Revenues & Benefits teams.



	Job Activities:
· Verifying Housing Benefit and Council Tax Reduction applications along with supporting documentation and evidence in accordance with risk based verification and ensuring that all of the relevant documents have been provided and all Legislation and local Policies are adhered to 

· Recovery of overpaid benefit including determining the appropriate classification and recovery methods
· Processing DHP applications and ensuring prompt payment to qualifying applicants
· Accurately determine Council Tax and Business Rates liabilities, entitlements to discounts, exemptions and reliefs and set/amend payment methods.  This will include contacting customers, letting agents and other external agencies

· Ensure the prompt dispatch of notification letters and bills

· Consider and apply appropriate recovery methods based on individual circumstances, legislation and internal policies and procedures 

· Reviewing and amending customer records following changes in circumstances.

· Make decisions regarding backdating requests and liability disputes by referring to legislation/case law and policies where needed and making the necessary changes to accounts

· Raise various reports to the Valuation Office in respect of new properties, changes to current properties and deletions of properties 

· Process changes to both Council Tax and Business Rates data following notification from the Valuation Office 

· Tracing of absconded debtors
· Liaising with customers, other service areas and external agencies to facilitate query resolution
· Taking prompt recovery action of all debt to ensure maximum collection rates
· Identify and refer potential fraud to the Fraud Single Point of Contact & Assessment Officer and Herefordshire Council Counter Fraud Manager
· Offering a high standard of customer care and advice to internal and external customers and other professional organisations verbally, in writing/email and in person
· Responsible for handling personal and sensitive data in accordance with GDPR
· To actively promote digital self-service to encourage customers online and increase digital growth within the service
· Prioritising workload in order to achieve performance targets and maximise subsidy and collection rates.

· Compile daily statistics for team leaders in relation to work actioned
· Participate in team meetings to ensure that issues relating to efficient and effective service provision are identified, discussed and resolved where appropriate.
· Any other duties the post may be required to deliver within the Revenues & Benefits service.

	Frequency

Daily
Daily

Daily

Daily

Daily

Daily
Daily

Daily

Daily

Daily

Daily

Daily

Daily

As required
Daily

Daily

Daily

Monthly
As required
Monthly
As required

	Other information:  A flexible approach to work 



	Line Manager Name:
	Line Manager Signature:

Date:


Date Job Description last reviewed:    

March 2023 









