ROLE DESCRIPTION

	
Role Title
	
Business
	
Reports To

	Debt Recovery Advisor
	Exchequer Services 

Revenues Section
	Revenues Team Leader


PURPOSE:

	To effectively collect and enforce payment of Council Tax and Business Rates, to ensure liability debts are promptly and efficiently collected.  


	Direct Reports
	Budget Responsibility

	Recovery Collectors
	N/A


PRINCIPAL ACCOUNTABILITIES:

	· Proactively negotiate with debtors by outbound/inbound telephone calling, in person, or by written communication, to secure the prompt payment of Council Tax and Business Rates.

· Actively request and obtain income and work details, and inform debtors who refuse to supply this information of consequences within legislation.

· Agree and set-up effective payment plans to ensure payment is made in accordance with the current Recovery guidelines.

· Prompt and efficient administration of attachment of earnings orders, benefit deductions, payment plans 
· Provide efficient day-to-day administrative support to Enforcement Agents, in person or by telephone, to enable the prompt collection of all Council debts. 

· Prepare and issue weekly debtor account files for Enforcement agent visits and to input actions and recommendations, in a timely and accurate manner. 

· Answer telephone enquiries and reply to correspondence in adherence to the Council’s current policies. 

· Interview tax/ratepayers in person at the Civic Centre to secure payment.

· Interview tax/ratepayers in person at the Magistrates Court to resolve liability disputes and secure payment.
· Actively trace and locate debtors who abscond in accordance with the section tracing procedures.

· Ensure personal compliance, at all times, with Council policy, recovery procedures and relevant legislation, including data protection issues. 

· Possess a practical working knowledge of collection and enforcement remedies relating to Council Tax and Business Rates.

· Correctly identify and submit unrecoverable debts for write off approval in accordance with the recovery write off procedure.

· Regularly achieve performance and collector activity targets as set by line manager
· To maintain, at all times, a consistent and high level of customer service, to be provided to everyone in a courteous and helpful manner.

· To deal with more complex/challenging correspondence relating to Council Tax and NNDR, recovery.

· To provide support to staff at Magistrates Court.

· To assist in preparing cases for non-compliance court hearings and committal cases.

· To assist with the control and co-ordination of the group in the absence of the Recovery Team Leaders
· To undertake other such duties as may be required from time to time, commensurate with grade of the post.


PERSON SPECIFICATION

	QUALIFICATIONS
	Numeracy and literacy.  



	KNOWLEDGE
	In depth knowledge of council tax and business rates regulations and working practices.

	EXPERIENCE
	Experience in debt recovery telephone cold calling.
Experience in use of the Academy Council Tax/NNDR system, document management systems, and Microsoft office applications.


	TECHNICAL SKILLS/ABILITY
	Ability to prioritise and manage own workload effectively.

Ability to use a PC including use of Microsoft Office applications.

Thorough and accurate.

Ability to deal with multiple concurrent tasks, to deadlines.

Adaptable to change

Ability to supervise staff



	COMPETENCIES/PERSONAL ATTRIBUTES
	Effective Communicator

Effective in building relationships

Persuading and influencing

Effective Team Worker

	GRADE
	

	HOURS/SALARY RANGE
	The position is based on a 37 hours 30 minutes working week based on a starting time of 11:00am – 20:00pm Monday to Thursday and 9:00am to 14:30pm on a Friday. The salary range is £17.5k – £19.3k     

	JOB FAMILY
	

	CONTRACT TYPE
	PERMANENT     X
	FIXED TERM  
	CASUAL
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