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	Job title
	Compliance Officer


	Salary, Grade and SCP

	Grade 4

	Service/Team

	Revenues

	Responsible to
	Recovery & Enforcement Team Leader


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


	Main purpose of job 
	1. To assist in the collection and enforcement of Council Tax, Business Rates, Car Parking Penalty Charge Notices and Business Improvement District Levy.


	Key responsibilities 
	1. Act within the limits and guidelines of The Taking Control of Goods Regulations 2013, The Taking Control of Goods (Fees) Regulations 2014, The Taking Control of Goods (Miscellaneous Amendments) Regulations 2026 and Council policies, procedures and codes of conduct.  

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

3. Ensure collection of debts is maximised to achieve organisational objectives and strategies.


	Key tasks 





	1. Assess debtors’ financial circumstances and negotiate appropriate payment arrangements with customers who are in arrears and update customer records to reflect outcomes and issue correspondence to confirm arrangements.

2. Protect and support vulnerable customers or those in financial hardship by sign posting to appropriate support including financial advice, Council Tax support and health and social care and/or other third sector support.

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

4. Visit debtors at home to discuss outstanding balances with a view to negotiating suitable payment arrangements.

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

6. Provide office-based support to Enforcement Agents out in the community.

7. Collaborate with external agencies and internal departments to ensure effective service delivery including working with third sector organisations to refer customers for help and advice 

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

9. 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. Comply with the Council’s information security standards and requirements for the management and handling of information and use Council information only for authorised purposes.

6. The post holder will be required to receive enhanced DBS clearance.
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