
[image: ]Person Specification

Job title: Income Management Officer

[bookmark: _Hlk71881402]Note to applicant - You should pay particular attention to the essential criteria below and provide evidence of how you consider you meet them as part of your application. Failure to do so may mean that you will not be shortlisted. 

Each listed requirement will state how it will be assessed e.g. application form, interview, work-based test and certificate.

	Essential Criteria
	Method of Assessment

	Experience

	Work experience in a financial role utilising financial systems. Preferably within a debt recovery or income management position with a good understanding of recovery modules and legal protocol. 

	Application form/Interview

	
	Excellent working knowledge of interpreting data from multiple sources and calculating complex charges in line with corporate policies and legislation.

	Application form/Interview

	
	Proficient in Microsoft Office.
	Application form/Interview

	[bookmark: _Hlk92295067]Skills, Knowledge, Ability (including ability 
to develop knowledge,
 skill or experience)

	Excellent customer service skills, negotiation skills, and the ability to listen and deal with complicated and sensitive information and the emotional demands of the post. 

	Application form/Interview

	
	An underlying knowledge of the charging principles determined by the Care Act 2014 would be an advantage as would a working knowledge of SAP.  (However, training would be given if currently no experience.)

	Application form/Interview

	
	The ability to deal with considerable conflicting demands with tight deadlines.   

	Application form/Interview

	
	Remaining calm while providing empathy and support to families who may be upset or aggrieved.

	Application form/Interview

	
	Be able to communicate effectively and courteously with members of the public and other council departments.  

	Application form/Interview

	
	Be a team player and be responsible for own personal development.

	Application form/Interview

	Work Related Circumstances/
Values of the Council

	Commitment to Equal Opportunities

	Application form

	
	Commitment to continuous personal development. 

	Application form

	
	Compliance with health and safety regulations and legislation.

	Application form

	
	Ability to meet the travel requirements of the role.

	Application form

	
	To comply with the Council’s values of 
· We innovate
· We enable
· We respect

	Application form
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