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ROLE DESCRIPTION

	Role Title
	Business
	Reports to

	Team Leader (Revenues & Benefits) 
	Revenues & Benefits Service Line
	Revenues & Benefits Manager


PURPOSE

	To lead a team to ensure the Revenues Service meets its purpose to:

· Issue the right bill, to the right person, to ensure the right amount is paid at the right time

· Do things perfectly to conclusion, or if this is not possible, set it up so it can be done perfectly to conclusion as quickly as possible.
To lead a team to ensure the Benefits Service meets its purpose to:

· Pay the right person, the right amount, at the right time.  
· Do things perfectly to conclusion, or if this is not possible, set it up so it can be done perfectly to conclusion as quickly as possible.
This role will be interchangeable between the Revenues and Benefits Service (inc Invoice and Debt Recovery Team) to ensure these service areas also meet their purpose.




DIMENSIONS

	Direct Reports
	Budget Responsibility

	Revenues and Benefits Team
	None


PRINCIPAL ACCOUNTABILITIES

	Duties

To work towards achieving purpose by:

Lead the team in:
· Understanding and meeting the needs of our customers

· The continuous improvement of the Revenues & Benefits Service

· Ensuring Appeals and Complaints are dealt with efficiently & effectively

· Extracting data to satisfy all government, stakeholders and public requests for data.

· Ensuring quality and integrity of data

· Provision of performance management information

Lead the team by:
· Developing the team members

· Coaching and mentoring the team

· Setting the example (doing the work and role modelling the team ethos)

· Demonstrating the technical skills required of a Revenues & Benefits Advisor

· Resolving issues which the team cannot resolve by themselves

· Taking corrective action to improve the team’s or individual performance according to set procedures

Note:  The above duties and responsibilities cannot define all of the tasks that may be required of the post holder.  The outline duties shown may therefore vary without materially changing either the character or level of responsibility.  You may be at times expected to work outside of normal working hours.

Measures

Revenues & Benefits Service Measures

· % of In year collection

· % of direct debits

· % end to end times for assessing benefit

· % of work done in 1 day

· % of work completed accurately and to conclusion first time 

· Assessment and financial accuracy

Personal measures

· Meeting commitments

· Creating a cooperative environment

· Resolving issues and removing barriers for your team within your control

· Being visible and available

· Re-enforcing the preferred method of working

· Seeking continual improvement within the Revenues & Benefits Service

· Challenging ourselves and others when the above is not being done

· Identify and implement technical and personal training requirements to ensure everyone is able to do their job to the standards required

· To respect confidentiality and all data protection principles at all time.


· Maintenance of effective Health and Safety processes and procedures, mitigating incidents and ensuring prompt effective reporting action as required




PERSON SPECIFICATION

	Qualifications
	Essential

English, Maths Grade C and above
Desirable
Relevant degree or professional qualification (IRRV) 

	Knowledge / Experience
	Essential

· Significant experience in Council Tax and Business Rates Billing & Recovery processing activities or significant experience in Housing Benefit and Council Tax Benefit processing activities
· Demonstrated skill and knowledge of understanding and meeting the needs of customers
Desirable

· Able to demonstrate a contribution to continuous improvement of a service including improving processes, systems and outputs.

· Previous success in leading a team 

· Excellent working relationships with a strong focus on teamwork within a rapidly changing environment.  Preferably with experience in a rapidly developing environment.

	Technical Skills / Ability
	Essential

· Ability to communicate well with staff at all levels

· IT literate in Microsoft Office applications

· Understanding and ability to work to relevant policies 

· Awareness of relevant legislation and Local Authority policies and procedures

· Analytical and problem solving skills

· Good Leadership skills e.g.:

· Organising and prioritising work in the service

· Challenging inappropriate behaviour

· Ability to work accurately

· Flexibility in working with all stakeholders of the service

· Customer focused 

Desirable 
· Specific knowledge and ability in the use of relevant software (e.g. SAP, Northgate, Civica, Academy etc)

· Knowledge/experience of systems thinking
Disposition

· Is motivated by and enjoys helping people

· A positive attitude to change with lots of energy and drive.

· Demonstrates enthusiasm for imparting and sharing knowledge with others and helping to develop people

· Strong commitment to equality of opportunity, diversity and promoting the rights of minority and under-represented groups, in employment and via the service

· Understanding of, and desire to deliver, high quality, cost effective public services

· Able to work on own initiative and assume responsibility

· Respectful of the sensitivity of service data and able to operate with integrity and using professional judgement at all times

· Demonstrate personal qualities of honesty, integrity, reliability, impartiality and flexibility.



CAREER BUILDER COMPETENCIES (Grades J – G)

	BEHAVIOURAL COMPETENCIES
	Level (insert)
	BUSINESS SKILLS COMPETENCIES
	Level (insert)

	Thinking and decision making
	1
	Business development
	

	Creating solutions and change
	1
	Technical skills
	2

	Inspiring and influencing
	2
	Bid writing and management
	

	Delivering results and improving
	1
	Commercial skills
	

	Performance and responsibility
	2
	Customer and account management
	1

	Building great relationships
	1
	Business Management
	

	
	
	Project and programme delivery
	


	Grade
	G

	Salary Range
	£28k

	Job Family
	Administration/Management

	Contract Type
	Permanent 


