CHARNWOOD BOROUGH COUNCIL

PERSON SPECIFICATION

POST: Revenues Billing & Enquiries Officer                                               SERVICE: Benefits & Revenues
GRADE: Scale 4
	CRITERIA


	ESSENTIAL
	DESIRABLE
	HOW  IDENTIFIED

	1.Qualifications/ Experience


	Recent relevant experience including VDU data input and dealing with public.


	Recent relevant LA Revenues experience.


	Application form, references and at interview.

	2.Specialist  

   knowledge/skills


	PC skills.

Good letter writing skills.

Demonstrate good standard of literacy and numeracy.


	Knowledge of Council Tax legislation.


	Application form and at interview.

	3. Qualifications
	
	GCSE Maths and English Grade A-C, NVQ level 2 or equivalent.

	Certificates



	4.Interpersonal skills


	Good communication & negotiation skills.  


	Ability to explain Council Tax legislation matters clearly.


	At interview.

	5.Disposition/attitude


	Ability to deal calmly with difficult clients. Ability to work as part of a team. 


	Accurate, logical & methodical approach. Ability to multi-task. Ability to work to deadlines. 


	At interview.
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