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APPLICATION FOR EMPLOYMENT

Thank you for the interest you have shown in the vacancies within Stockton on Tees Borough Council. 

Completed forms can be e-mailed to recruitment@xentrall.org.uk or posted to Xentrall Recruitment Services, PO Box 891, Stockton on Tees, TS19 1JT, marking the envelope in the top left hand corner with the post reference number.  
In accordance with our recruitment procedures, your application will only be considered if it is received on or before the closing date as shown in the advertisement.

In the interests of economy, applications received via the post are not automatically acknowledged. If you require confirmation that your application has been received please enclose a stamped addressed envelope or telephone 01642 526992.
If you have not been contacted within 4 weeks of the closing date for receipt of applications, please assume that on this occasion your application has not been successful.  

Council Tax & Benefits Officer
Vacancy ID: 007550
Salary: £11.1527 - £11.8693 per hour
Closing Date: 21/05/2017
Benefits & Grade

Grade G
Contract Details

2 posts, Casual worker, Zero Hours
Contract Hours

As and when required
Disclosure

The successful applicant will be subject to a Disclosure Scotland check
Job Description

We are looking to recruit experienced Council Tax and Benefits Officer to join a casual pool working within the Revenues and Benefit Service. 

The successful candidates will be called upon to join one of our processing teams during periods of high volume workload. There is no minimum hourly commitment required and individual agreements will be made with each employee dependant on their availability and the amount of claims that need processing.     
The Revenues and Benefit Service office is open between 7.00am – 7.00pm Monday to Friday. These arrangements mean that the post would also be suitable for someone who is already doing this type of work elsewhere, either full or part time. 

Applicants will have experience of Council Tax, Housing Benefit and Council Tax Support work, along with experience of working with benefit/council tax processing systems.

Additionally the role requires methodical and accurate individuals who can meet targets and deadlines.

For detailed information on this role, please refer to the Job Description and Person Specification.
For a further informal discussion, please contact Joanne Dolan, Council Tax and Benefits Team Manager on 01642 526207.

An online application form and further information is available from www.stockton.gov.uk/job-vacancies/.  Alternatively you can contact Xentrall Recruitment Services, Tel: (01642) 526992 or email recruitment@xentrall.org.uk
Stockton-on-Tees Borough Council ensures that all customers, both internal and external receive a consistently high quality level of service.

	

	JOB DESCRIPTION

	Directorate:

Finance and Business Services
	Service Area: 

Revenues and Benefits

	JOB TITLE: Council Tax and Benefits Officer (Casual)

	GRADE: G

	REPORTING TO: Senior Council Tax and Benefits Officer

	1.
	JOB SUMMARY:    

To work within the Council Tax and Benefits Team under the direction of the Senior Council Tax and Benefits Officer as part of a team of generic officers working in one of three areas of work, the Council Tax and Benefits Officer will assess and process claims for Housing Benefits and Local Council Tax Support and assess, maintain and update council tax liability.   



	2.
	MAIN RESPONSIBILITIES AND REQUIREMENTS

	
	1.
	The assessment of the full range of benefit claims including students, self- employed and other more complex cases , including decision making in areas of discretion such as back date requests, two homes payments and safeguarding applications.

	
	2.
	Undertake the full range of claim processing functions including the processing of new and repeat claims, changes in circumstances and the calculation of overpaid benefit including cases subject to fraud investigation.

	
	3.
	To be aware of the subsidy implications when processing claims and where possible take actions to prevent any penalties to the council. 

	
	4.
	To undertake accuracy checking of claims as required and provide a case summary where the claimant requires a reconsideration of their award to enable the Senior Council Tax and Benefits Officer to follow the process of the calculation or the decision in question.

	
	5.
	To be alert to the possibility of fraudulent claims for both benefits and council tax discounts and exemptions, to undertake such checking as may be appropriate , and refer cases for further investigation where there is a suspicion of  fraud.

	
	7.
	To identify and process the correct liability for each property, checking and issuing the appropriate bills and notices; where appropriate updating the benefit claim at the same time.

	
	8.
	To gather information and evidence, in support of both council tax and benefit assessments; corresponding with claimants, council taxpayers, landlords and other agencies as required.

	
	9.
	To assist in the processing of applications for reliefs, reductions, discounts and exemptions for council tax discounts and exemptions, referring the more complex cases to the Senior Officer for decision.

	
	10
	To maintain a good knowledge of Council Tax and Benefits legislation.

	
	11
	To provide assistance to the Council’s Customer Services team regarding some of the more complex Benefits and Council Tax enquiries responding to telephone queries and urgent work request as required.

	
	12
	To request further evidence/information from customers, the DWP, the VOA, other Directorates and outside bodies as required to support claims for housing benefit and local council tax support and any changes or updates to council tax.

	
	13
	To deal with correspondence, emails and telephone enquiries from customers, landlords and internal and external 

	
	14
	To trace absconded council taxpayers.

	
	15
	To pass information to the VOA about changes which may affect the Valuation list for Council Tax and to action updates to the list issuing amended accounts or refunds as necessary.

	
	16
	To liaise with internal Council Departments and external agencies including the DWP, Rent Officer, VOA and other organisations as required.

	
	17
	To co-operate with the implementation and introduction of revised methods of work, including those changes that may arise from the development of new technology, the introduction of new legislation and guidance, or other reasons.

	
	18
	To assist in the training and development of staff and to undertake such personal training as may be deemed necessary to meet the duties and responsibilities of the post.

	
	19
	To ensure a culture of co-operation and effective joint working is maintained and ensure the service is customer focussed.

	3.
	GENERAL

Specific service, team and individual objectives are detailed in the Service and Business Unit Plans

	Job Evaluation - This job description has been compiled to inform and evaluate the grade of G using the NJC Job Evaluation scheme as adopted by Stockton Council.

	Other Duties - The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the post holder.

	Council Values, Behaviour Framework, Code of Conduct - The post holder is required to carry out the duties in accordance with Council values, behaviour framework, code of conduct, professional standards and promote equality and diversity in the workplace.

Shaping a Brighter Future – The post holder will embrace the Council’s “Shaping a Brighter Future” programme.

Personal Development – As defined by the Council’s Culture Statement, all employees will take responsibility for their own development 

Customer Services – The post holder is required to ensure that all customers both internal and external, receive a consistently high quality level of service, commensurate to the standards required by Stockton-on-Tees Borough Council.

Policies and Procedures - The post holder is required to adhere to all Council Policies and Procedures.

Health and Safety - The post holder has a responsibility for their own health and safety and is required to carry out the duties in accordance with the Council Health and Safety policies and procedures.

Safeguarding - All employees need to be aware of the possible abuse of children and vulnerable adults and if you are concerned you need to follow the Stockton Council’s Safeguarding Policy. In addition employees working with children and vulnerable adults have a responsibility to safeguard and promote the welfare of children and vulnerable adults during the course of their work.




PERSON SPECIFICATION

	Job Title/Grade
	Council Tax and Benefits Officer / Grade G

	Directorate / Service Area
	Finance and Business Services/ Revenues and Benefits

	Post Ref: 
	33083


	
	ESSENTIAL
	DESIRABLE
	MEANS OF ASSESSMENT

	Qualifications 


	· NQF level 3 qualification or the equivalent level of knowledge gained through substantial demonstrable direct work experience.
	· IRRV Revenues or Benefit Certificate level qualification


	Application form

	Experience
	· Experience of working in a Revenues and or Benefits environment.

· Experience of working with Revenues and or Benefits systems.
	· Experience of working with customers from a variety of backgrounds.
	Application / Interview

	Skills
	· Ability to perform detailed numerical calculations and identify any errors and exceptions

· Ability to prioritise own workload, working with minimum supervision and using initiative.

· Good communication skills both orally and in writing.

· Accurate and methodical, with the ability to meet challenging personal targets.
	· Ability to understand and explain complex legislation, regulations and information.
	

	Specific behaviours relevant to the post
	· Promote positivity

· Demonstrate the Council’s Behaviours which underpin the Culture Statement
	· Enthusiastic
	Application / Interview

	Other requirements
	
	
	


