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	Job title
	Business Rates Officer


	Salary, Grade and SCP

	Grade 4

	Service/Team

	Finance - Revenues

	Responsible to
	Council Tax and Business Rates Operation Manager


	Responsible for staff/equipment 
	1. You will be provided with a mobile phone and laptop which will be your responsibility.
2. You may be required to use a shared local authority vehicle when attending court and will be given a fob to use when driving.

	Main purpose of job 
	1. To administer the collection of Business Rates through efficient administration and award of appropriate reliefs and exemptions and maximise the recovery of Business Rates via the Magistrates’ Court and County Court and follow-on action thereafter.
 
2. Administration and recovery of Sunderland Business Improvement District Levy


	Key responsibilities 
	1. Act within the limits of Local Government Finance Act 1988 and Non-Domestic Rating (Collection and Enforcement) (Local Lists) Regulations 1989 (as amended) and Council policies, procedures and codes of conduct.  

2. Assess and interpret the legislation to meet circumstances of individual cases.

3. Ensure the correct individual/organisation is liable for each non-domestic property in Sunderland.

4. To determine liability and ensure entitlement to reliefs and exemptions are correct based on existing legislation.

5. Maximise collection of debts to achieve organisational objectives and strategies.



	Key tasks 





	1. To update the Business Rates database as businesses/sole traders move within, in and out of the city.

2. To award appropriate reliefs and exemptions to properties and business rate payers within the City – after taking reasonable steps to ensure entitlement and with due regard to internal and external fraud prevention and detection. 

3. To deal with enquiries, which can sometimes be complex, from businesses/sole traders and organisations in respect of non-domestic liability

4. To assist in tracing Business Rate payers who have absconded

5. To collaborate with other sections of the council in respect of matters involving Business Rates liability – for example Planning, Licensing and maintain good working relationships to assist the collection of revenue. 

6. To liaise with the Valuation Office Agency via EBARS to report new properties, changes to properties, deletions from the Valuation list. 

7. Communicate with customers via telephone, face to face and written correspondence.

8. Undertake proactive work and participate in outreach work to improve collection.

9. Negotiate appropriate payment arrangements with customers who are in arrears and update customer records to reflect outcomes and issue correspondence to confirm arrangements.

10. Deal with reminders, final notice and summons and identify and progress appropriate recovery action against customers through the statutory recovery process using lists of arrears cases and case referrals. 

11. Manage challenging or aggressive situations, giving due consideration to codes of conduct and liaising with partner organisations as appropriate.

12. Protect and support vulnerable customers or those in financial hardship by sign posting to appropriate support including financial advice.

13. Check and process refunds.

14. Supporting and liaising with Business Rates Inspector in relation to visits.

15. Ensure efficient and effective administration, collection and recovery of Sunderland Business Improvement District Levy and Seaburn Business Improvement District Levy.

16. Maintain an up to date and good working knowledge of the appropriate legislation and Council policies and procedures

17. Contribute to continuous service improvement by applying knowledge from own service area and being aware of legislative changes and service development trends. 


	Other duties/specific policies e.g. DBS

	1. The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

2. The post holder must comply with the Council’s Health and Safety rules and regulations and with Health and Safety legislation.

3. The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

4. To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information and respect the privacy of personal information held by the Council.

5. The post holder will be required to receive standard DBS clearance.
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