MIDLOTHIAN COUNCIL

Job DESCRIPTION

Section 1

	JOB TITLE:               REVENUES OFFICER
	POST NO(S): VARIOUS

	SECTION/UNIT:       REVENUES, CUSTOMER SERVICES

	DIVISION:                  CORPORATE RESOURCES

	REPORTING TO:      GROUP LEADER

	REPONSIBLE FOR:  Team of Revenues Officers

	JOB PURPOSE:

To assist the public by working, as part of a team, to deliver an enquiry service and undertake the efficient levying, collection, registration, billing and recovery of local authority revenue and administration of all local authority benefits, including the Scottish Welfare Fund.


	MAIN DUTIES:

Operational Duties

Apply computerised and/or manual procedures to:

· assess and process council tax benefits, exemptions, rebates and discounts;

· assess and process housing benefit and rent allowance claims;

· assess and process claims for crisis grants and community care grants;

· request searches for missing payments;

· set up payment arrangements for pre notice rent arrears cases;

· amend individual revenue account details as required, e.g. to update discounts, exemptions and liability information;

· prepare & issue statement of accounts as requested;

· maintain a diary record on all cases to enable all other members of staff to deal with any enquiries;

· amend methods of payment and issue appropriate notification; 

· set up payment arrangements for debt, including warranted debt within prescribed guidelines;

· utilise iFlow system;
· process housing rent, council tax and community charge refunds within prescribed value limits;

· process housing rents in accordance with house letting information. 

Process benefit applications in accordance with office procedures; including verification of claims, recovery of overpaid benefits, liaising with DWP and the applicant as required.

Review benefit cases in accordance with legislative requirements and Revenues policy.

Process emergency rent allowance payments for private tenants in danger of eviction, in accordance with office procedures.

Identify overpaid benefits and possible fraud cases for action by arrears or referrals staff.
Provide an enquiry service to members of the public, by correspondence, telephone, personal interviews or in exceptional circumstances (e.g. for disabled enquirers unable to travel) by a home visit.

Liaise with external agencies to obtain and exchange information, e.g. DWP, Lothian Joint Valuation Board, etc.

Process recovery action for debt and apply debt recovery holds on accounts. 

Process Council House rents including:-

· creation and termination tenancies of Council Houses and garages,

· general financial rents administration,

· rent abatements for council houses and garages,

· setting up all types of payment method,

Complete identified software testing exercises as requested.

Preparation of the following for approval or action by the Group Leader:-

· write on/ off lists;

· appeals for backdated rebates;

· more complex cases for referral;

· transfer of funds between accounts.

Process and authorise action for lost and stolen cheques.

Maintain Revenues Unit statistical records, undertake filing and carry out any other appropriate duties as directed by senior staff. 

Contribute to the testing and development of new computer and administrative systems.

Assist the Group Leader in the design and review of working practices, systems and procedures to improve service performance.

Revenues Officers who have completed the IRRV training will be expected to:

· give advice and guidance on cases referred by Revenues Officers in the team, 

· handle cases dealing with homelessness and tied tenancies;

· complete all benefit processing including those for the self employed and students;

· deal with delegated first level appeals for backdated benefits;

· “buddy” new or less experienced revenues officers. 

Only exceptional cases will be referred to the Group leader. 
	% OF TIME

100


	KNOWLEDGE:

Essential

Jobholders must hold the Institute of Revenues, Rating and Valuation qualification at technician/certificate level
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