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Job title: Business Rates 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











	Experience of working within a busy team dealing with considerable conflicting demands with tight deadlines
	Application form/Interview



	
	Experience of dealing with disputed matters
	Application form/Interview



	
	Experience of working in a customer facing environment and dealing with a range of customers.  
	Application form/Interview



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

	Excellent interpersonal and communication skills – able to share and obtain information utilising a range of methods. 
	Application form/Interview


	
	Able to adapt to changes in a working environment.
	Application form/Interview



	
	Not easily offended and able to deal with criticism from difficult customers while seeking a resolution
	Application form/Interview



	
	Excellent negotiation skills
	Application form/Interview

	
	Able to effectively use a PC including Microsoft Office packages and specialist IT systems 

	Application form/Interview

	
	Ability to interpret and keep up to date with legislative change, changes in council policies and procedures that affect the role
	Application form/Interview


	
	Knowledge of the Non-Domestic Rating (Collection and Enforcement) (Local Lists) Regulations 1989 (as amended) and other associated legislation
	Application form/Interview



	
	Ability to work as part of a team and to adopt a flexible approach to work.
	Application form/Interview

	
	The ability to use data to inform the decision-making process in line with procedures and legislative requirements. 
	Application form/Interview

	Work Related Circumstances/
Values of the Council

	Commitment to Equal Opportunities.
	Application form

	
	Compliance with health and safety rules, regulations, and legislation.
	Application form

	
	Ability to comply with the Councils values of:
· We innovate.
· We enable.
· We respect. 
	Application form



Author Sharon Sanderson/Karan Wilkinson 
Date 13 October 2026
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