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Job Description and Person Specification

Employing Authority:
Redditch Borough Council
Job Title:


ADMIN AND CONTROL ASSISTANT
Directorate:

Finance & Corporate Resources
Responsible to:

Senior System Support Officer
Responsible for:

n/a
The strategic and operational purposes for the team are:

‘Help me to be financially independent.’

‘Help me to resolve the financial problems in my life’
Purpose of the Role

To provide clerical and administrative support to the Revenue and Benefits Teams to ensure that customers can be supported to be financially independent, that customers can be supported to resolve financial matters, and that appropriate and timely recovery action is taken.
Main Duties and Responsibilities
· To support the teams providing financial support and administering Council Tax and Non-Domestic Rates and ensuring a flexible proactive service is delivered to meet customer needs.
· To carry out reviews of all Council Tax discounts, exemptions, reductions and Non-Domestic Rates reliefs.
· Extracting information from the Council’s Revenues Software and transmitting Direct Debit payments and instruction files
· To record and maintain an electronic record of customers details and enquires.
· To participate in maintaining order and tidiness throughout the service area.

· To assist the Senior Systems and Control officer in the testing of new releases and patches

· To download; record and monitor VEPS files.

· To receive and despatch all types of correspondence from and to Council Tax Payers, Non-Domestic Rate Payers and Benefit Claimants and external organisations.  Incoming Correspondence to be scanned and indexed into the Council’s Electronic Document Management System and routed to the appropriate users.
· To review incoming correspondence and amend, cancel or suspend benefit claims effectively to avoid underpayment or overpayment of Housing Benefit and Council Tax Support.

· Ensure all electronic files are maintained, updated and are available for officers to carry out assessments.

· Interrogate relevant computer systems to assist in providing information to officers when needed.

· Download files from DWP, HMRC, Pensions Service, External Bailiffs and any other service documents are received from and load this information into relevant computer systems.

· To ensure that there is adequate stationery and printing for the section and to re-order as and when required.
· To obtain information from customers, council departments and sources in order to ensure the effective administration of Council Tax, Non-Domestic Rates, Housing Benefits and Local Council Tax Support.

Role Principles

The Financial Support Team work in accordance with the following principles:

· If I am entitled to financial support, help me claim the right amount.
· Help me to access welfare support when things go wrong.

· Support me to access services that will help me to improve my financial independence.

· Understand what I really need, and talk to me to help establish the best support to meet my needs.

· Do whatever is possible to help me, pulling support from other experts if my needs are complex.

· Provide the right advice for my circumstances and real problems.

· Make it easy for me by:

•
Making sense of the process and information.

•
Only asking for what you really need.
•
Seeing me at a different location if necessary.
•
Getting things right.

•
Dealing with my needs at the most appropriate time in consideration of my circumstances.
•
Doing what you said you would.

· Understand what is important to customers and use this understanding to improve the system. 

· Help to resolve issues and problems in the system.

· Have a flexible approach to work, supporting service change and transformational improvement.

· Supporting each other. 

· Taking pride in our work and our service. 
General Duties 

· To ensure efficiency, effectiveness and equality in service delivery. 

· To exercise proper integrity and respect of confidential matters and personal information obtained during the execution of the duties of this post. 

· To reflect the Council’s core values and objectives in undertaking the duties of this post. 

· To provide outstanding customer services to all customers, colleagues, elected Members etc in line with the Council’s Customer Care Commitment.  In particular by building trust, taking responsibility and assuming ownership of issues, actively listening, communicating with empathy and being flexible and adaptable to meet the needs of others.

· To understand and comply with the legal requirements of the Health and Safety at Work, etc. Act 1974 and any other relevant regulations as detailed in the Council’s Health and Safety Policy Statement. 

· To carry out duties and responsibilities under the Data Protection Act 1998; in particular, to take all reasonable care that no unauthorised loss or disclosure of personal data occurs.

· To undertake such other reasonable duties as may be requested. 
· To ensure that the Councils 6 strategic purposes are met:

· Keep my place safe and looking good

· Help me run a successful business

· Help me to be financially independent

· Help me live my life independently 

· Help me find somewhere to live in my locality

· Provide good things for me to do, see, visit

Person Specification
The specific skills, knowledge, abilities, qualifications or behaviours which are needed to effectively undertake the main duties and achieve the job purpose.  These will be assessed using the information available from:
1 – Application form

2 – Interview

3 – Exercise (eg psychometric, case study, presentation etc)

4 – Evidence (eg certificate, membership card, course registration etc)

Knowledge and Experience
	
	Knowledge and Experience
	Essential / Desirable
	To Be Assessed By

	1. 
	12 months current experience in a pro-active customer focused advisory service and/or experience of dealing with Benefits, Council Tax or Housing enquiries
	Essential
	Application/Interview

	2. 
	Experience of Council Tax and Non-Domestic Rating processes and procedures.
	Desirable
	Application/Interview

	3. 
	Knowledge and Experience of working with Housing Benefit and Local Council Tax Support
	Desirable
	Application/Interview

	4. 
	Working knowledge of benefits, Council Tax and financial support processes and procedures. 
	Desirable
	Application/Interview

	5. 
	Understanding of the key issues facing people in relation to Revenues and Benefits.
	Essential
	Application/Interview


Qualifications and Professional Memberships

	
	Qualifications and Professional Memberships
	Essential / Desirable
	To Be Assessed By

	1. 
	GCSEs English and Maths, grades A -C
	Essential
	Application/Evidence


Job Specific Skills, Behaviours and Personal Attributes
	
	Job Specific Skills, Behaviours and Personal Attributes
	Essential / Desirable
	To Be Assessed By

	1. 
	Numerate and confident with financial information.
	Essential
	Application/Interview

	2. 
	Excellent team working and problem solving skills.
	Essential
	Application/Interview

	3. 
	Ability to deal effectively with customers, face to face, over the telephone and in writing.
	Essential
	Application/Interview

	4. 
	A high degree of IT skills
	Essential
	Application/Interview

	5. 
	Ability to communicate clearly and effectively both verbally and in writing
	Essential
	Application/Interview

	6. 
	Willingness to use Systems Thinking methodology to support the design and develop service delivery
	Essential
	Application/Interview

	7. 
	Able to work within health and safety guidelines.
	Essential
	Application/Interview

	8. 
	Able to work flexibly to meet the needs of the service
	Essential
	Application/Interview


