Gravesham Borough Council 
	Division:
	Corporate Services

	
	

	Department:
	Revenues & Benefits

	
	

	Post Title:
	Revenues & Benefits Manager

	
	

	Grade:
	Scale POC/D

	
	

	Hours
	37

	
	

	Responsible to:
	Head of Revenues & Benefits




Job Description

This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes

Job summary

Subject to the instructions from the Head of Revenues & Benefits, to lead and manage the Revenues and Benefits teams ensuring delivery of the relevant strategic and service objectives. To provide strong and effective resource management across the Revenues and Benefits Teams.

To deliver and continuously improve services and collaborate with colleagues, elected Members and partners to support the delivery of objectives in the Corporate Plan.


Main responsibilities 

To contribute to service planning as required by the Head of Revenues & Benefits and assist with the production of statistics, performance indicators etc to required data quality standards.

Assist with the preparation of reports for Committee as necessary and deputise for the Head of Revenues & Benefits as appropriate at internal/external meetings during and outside normal working hours as required.

Responsible for the production and delivery of service area work and project plans, ensuring they are in line with service plan priorities and objectives, including consulting with service users to ensure the views of all sectors of the community and/or the council are reflected in any recommendations made.

To participate in corporate projects and tasks as required in support of council objectives and the post holder’s own personal development.

To ensure sound and robust leadership and management of the Revenues and Benefits teams.

To identify opportunities to improve the efficiency and effectiveness of the team to ensure the delivery of continuous improvement; and creating a positive environment for people to perform, supporting and encouraging their personal and professional development for current, and where applicable, future roles. 

To set high, but realistic, performance management standards ensuring they are met and improving individual performance, challenging unacceptable performance and behaviour on a consistent basis when necessary.

Effective human resource management, ensuring all HR policies are applied fairly and consistently within the service. 

To explore, recommend and implement innovative systems and processes that will continually improve performance. 

To engage effectively with customers (internal and external), in order to understand their requirements from the service and meet their needs wherever possible. 

To keep abreast of developments within revenues and benefits including attendance at training events as and when necessary. 

Ensuring that the council’s Customer Service standards are met. 

Ensuring that the council’s agreed risk assessment practices are followed by the Revenues and Benefits teams.

Ensuring that the Revenues and Benefits teams receive safeguarding training on a regular basis.

Specific Tasks 

Ensure the effective and efficient administration of Council tax, Non Domestic Rates, Housing Benefit and Council Tax Reduction.

Responsible for the administration of Housing Benefit and Council Tax Reduction Scheme. Ensure they are managed in strict accordance with legislation and council policy, working with other services where there is an overlap in involvements.

Ensure that effective procedures exist to comply with Council Tax and Non-domestic Rating legislation for the accurate establishment of liability, and for all billing, collection and recovery activities.

Review the Council Tax Reduction Scheme on an annual basis and the impact it has on the people of the borough of Gravesham.

To manage, co-ordinate and keep under active review the operation and development of the Revenues and Benefits functions.

To ensure procedures are in place to identify business critical events occur such as the annual main billing runs, debt recovery annual timetables and billing regimes, accurate and timely benefit assessment, database accuracy and access, reconciliation of the various systems.

Consider, recommend and determine claims and or appeals made to the Council in cases where discretion is available within the regulations.

Interpretation and implementation of all legislative changes and/or changes in council policy and where required, advise senior managers and members of relevant issues relating to policy and strategy; and ensuring that any new legislation is implemented effectively and incorporated into working processes, legislation and customer needs.

Ensure that adequate controls are maintained across all functions of the revenues & benefits section to ensure that the service meets all statutory requirements.

Ensure appeals follow laid down procedures and all cases are presented to the relevant tribunal in a professional and timely manner.

Preparation of statutory and statistical returns together with supporting documentation.

Provide statistical and other information as may be required by Government Departments or other bodies as necessary.

Manage and monitor Corporate Complaints, Compliments and Freedom of Information requests ensuring that deadlines for completion are met.

Monitor targets and produce reports and statistics on performance on a monthly basis. Ensure that all relevant Managers and staff are informed.

Liaise with DWP, Valuation Office, external audit, RSL’s, other local authorities and any other agency or outside body.

To represent the council, as required, on council tax matters at the magistrate’s court.

To keep abreast of current issues and developments relating to professional and managerial responsibility.



General

To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation.

The post holder will comply with Statute and Council Policy in all respects.

An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA.

A commitment to excellent customer service and the values of the Council.





PERSON SPECIFICATION
	Characteristic
	Specification

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties)
	
Ability to lead, manage, motivate, develop and support staff in a hybrid working environment in order to drive effective performance. 

Able to effectively identify and manage risk and competing/changing priorities in a fast-paced environment and plan/prioritise workload to set/ensure targets and deadlines are met. 

Developed and effective verbal and written communication skills including providing compelling and factual reports, communications, complaint responses and business cases. Able to communicate effectively at all levels across the Council, with customers and external organisations. 

Sound organisational skills to ensure effective management of electronic and other information including diary management to ensure openness, setting an appropriate standard for the team.

Ability to interpret Revenues and Benefits legislation, case law and deal with complex and contentious issues.

Able to analyse data effectively to oversee performance, identify trends and ensure timely corrective action is taken.

	
Experience of representing a Council at a Magistrates Court and or Tribunal





	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	Confident using technology and Microsoft applications (e.g. Office 365, Word, Excel, PowerPoint) and service specific systems (NEC). 

In-depth understanding of the challenges facing Revenues and Benefits services, local government, and the wider public sector, with the ability to apply leadership skills to address these effectively.

Confident presenting skills to a wide range of stakeholders and remaining professional and composed under pressure. 

In depth knowledge of Council Tax/Business Rates and or Housing Benefit and Council Tax Reduction legislation.

Good knowledge of associated legislation/regulations/guidance such as Freedom of Information and Data Protection.

Knowledge of performance management.

Knowledge of and the understanding of the importance of confidentiality.

Knowledge and awareness of the needs of vulnerable people and safeguarding requirements.


	

	QUALIFICATION TRAINING
(Educational/vocational qualifications and other training)
Verification will be required
	5 GCSE’s grades 9-4 grade (including English and Maths) or an NVQ level 3 in a related field and/or 2 years qualitative experience 

Formal management qualification or equivalent leadership experience.
	IRRV professional qualification at Diploma or Honours level. 

	EXPERIENCE
(Level and type of previous experience)
	Experience of management, leading and ensuring professional practice and high standards of customer delivery, technical support and practical operational management. 

Worked in a Revenues & Benefits environment at supervisory level and above for 5 years +

Demonstrable expertise and experience across the broad remit of the role, having the ability to work at the required level for the management role, supporting and enabling the day to day delivery of the Revenues and Benefits Service. 

Experience of working in the Public Sector or demonstrable knowledge of Local Authority regulation and governance arrangements. 

Experience of process improvement ensuring all processes are fit for purpose meeting customer need. 

Effective communication with stakeholders including internal and external customers, senior officers and Members enabling delivery of the role of trusted adviser. 

Evidence of cultivating and delivering a high performance, collaborative and inclusive culture, which delivers outstanding outcomes. 

Confident in managing people and navigating challenging conversations and situations.
	
Experience in risk management, contract management, forecasting, and strategic document writing.

	QUALITIES
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	Flexible approach to working hours.

Trustworthy honest and assertive and able to work on own initiative.

Inspirational leader who motivates and influences others to achieve shared goals.

Strong communicator, able to engage with diverse audiences.

Politically astute, with the ability to build effective relationships with elected members.

Ability to look wider than at a team or service level in order to support Corporate priorities.

Shows a personal; commitment to the work of the service, taking ownership of tasks and seeking to meet set deadlines and targets.

Ability to manage to tight deadlines.

Ambitious and results oriented.

Ability to negotiate and mediate effectively.

Open, approachable, facilitative and persuasive.

Leads by example, inspires confidence and respect.

Ability to develop and empower others appropriately using a range of motivational skills.

Resilient under pressure.
	

	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear  a uniform)
	Willingness to work outside normal office hours when required to ensure deadlines are met and a high quality service delivered.

Commitment to equal opportunities.

	








