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JOB DESCRIPTION

	Job Title:  Revenues Control Officer
	Grade:  Scale 5

	Division:  Deputy CX
	Accountable to: Senior Control Officer

	Current Postholder:
	Responsible for:  Nil Staff

	Post No.  F662
	


Purpose of Job:

Carry out various control procedures for Council Tax, Non-Domestic Rates and Benefits and provide control of financial totals.

Duties and Responsibilities

1.
Control of Council Tax Benefit reconciliation, direct debit reconciliation and valuation list reconciliation.

2.
Control of cash posting, refund, write-off and unpaid cheques.

3.
Sample checking of input for Council Tax and Non-Domestic Rates. Sample checking of DMS batch  

               work.

4. Periodic review of Council Tax discounts, disablement relief and exemptions granted.

5. Dealing with reception and telephone enquiries for Control issues, as required.

6. Delivery of an effective and appropriate service to all service users, fairly and without unlawful 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 be reasonably required of you at your initial place of work or at any 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 25 February 2008
Management have the right to vary the duties after consultation with you.

Agreed

       Human Resources Advisor
