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JOB DESCRIPTION

	Job Title: Revenues Billing & Enquiries Officer
	Grade:  Scale 4

	Division: Revenues & Benefits
	Accountable to: Senior Billing & Enquiries Officer

	Current Postholder: Vacant 
	Responsible for: Nil Staff

	Post No: F633
	


Purpose of Job:

To assist with billing, collection and recovery of Council Tax for domestic properties in Charnwood. To deal with personal and telephone Revenues enquiries from members of the public.

Duties and Responsibilities
1. Maintenance of the Council Tax database and Revenues Document Management System to reflect changes in banding, occupation, discounts and reductions.













2. Billing and collection procedures for Council Tax.

3. Issuing of reminders, final notices and summonses as appropriate.





4. Dealing with personal enquiries from the public. Resolving such enquiries wherever possible, and where not, identifying appropriate course of further action.

5. Dealing with telephone and written enquiries from the public.

6. Delivery of an effective and appropriate service to all service users, fairly and without discrimination.
7. As a term of your employment you can be required to undertake such other duties commensurate with your grade, and/or hours of work, as may reasonably be required of you at your initial place of work or at any other of the Authority's establishments.
Note:
This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the postholder and the Council in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associated with and covered by the grading of the post.

This job description is current at October 2007.
Management have the right to vary the duties after consultation with you.

Agreed
Human Resources Advisor
