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JOB DESCRIPTION

Resources and Development Department
JOB TITLE:
Benefits Officer 
DIVISION:                         
Resources and Development - Finance
GRADE                             Band 7
RESPONSIBLE TO:
Principal Benefits Officer
POST REFERENCE: 
101155 
Purpose of Post          
To provide a customer focused benefits service within the Councils Benefits Team.

Key Relationships
To develop and maintain links with Officers in other Departments of the Council and external agencies as appropriate, in relating to Benefits and Council Tax matters.

Main Duties and Responsibilities

1.
The prompt and accurate assessment of all housing benefit and local council tax reduction claim forms (including free school meals applications) received, including the verification of all forms of income and capital, in accordance with council policy and procedures, government regulations and legislative requirements as appropriate.

2.
The periodic reviews of all such benefit claims and where appropriate the determination, allocation and notification of all benefit over/underpayments.  To classify overpayments to include claimant error, fraud error and local authority error whilst setting a recovery rate where applicable in accordance with council policy.

3.
The referral of appropriate benefit cases to the Council’s Fraud Investigation Unit and actioning of subsequent recommendations when appropriate.

4.
Interviewing members of the public when required including the following:-

· Advising members of the public in relation to Benefits, Free School Meals and Council Tax issues;
· Making special arrangements for payments from defaulting Council Tax payers;
· Completing pro-formas to facilitate the opening of council cheques; and
· Representing the Council to resolve problems, enquiries and complaints both efficiently and effectively in accordance with council policy and procedures

5.
To be conversant with the Department for Work and Pensions CIS procedures including the security of the system.

6.
Dealing with all correspondence received from the public and ensuring that a substantive response is made in accordance with council policy and government regulations.  To consider and appraise applications arising from enquiries which may result in the issue of a written statement.

7.
Answering enquiries from members of the public on the telephone, via e-mail and in person.
8.
To assist senior staff/colleagues where necessary.

9.
Identifying claimant’s entitlement to other means tested benefits and advising them of the same in accordance with Council policy.

10.
Processing of computerised data as required.

11.
To be responsible for the processing of all benefit applications, notifications and cancellations notified by the Department for Work and Pensions, Pensions Service, Revenue & Customs and Rent Officer Service.

12.
The preparation and despatch of accurate benefit notification letters.

13.
Dealing with relevant Council Tax changes in the course of handling a Benefit claim including the award of any relevant discounts and exemptions. 

14.
Liaison with both internal and external bodies including Department for Work and Pensions, Pensions Service, Rent Officer Service and Revenue & Customs.
15.
Where required undertake Benefits Officer Overpayments work to ensure service targets are attained.

17.
Any other duties of a related nature, which might reasonably be required and allocated by the respective Principal Benefits Officer or Senior Benefits Officer.

Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date: July 2021
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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