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JOB DESCRIPTION

FINANCE, IT & DIGITAL 

JOB TITLE:	DEBT RECOVERY OFFICER

DIVISION:	SHARED SERVICES

GRADE:			BAND 7 

RESPONSIBLE TO:	SENIOR RECOVERY OFFICER  

POST REFERENCE: 	107294


Purpose of Post

The ensure the provision of an integrated administration, collection and recovery service in relation to Sundry Debts and Housing Benefit Overpayments within the Shared Services Section.  

Key Relationships

· Customers & Service Users
· Officers in other Departments of the Council
· Key external agencies
· Schools & Academies
· Department for Works and Pensions
· Landlords

Main Duties and Responsibilities

1. The prompt and efficient recovery of outstanding monies due to the Council. Duties of this role will include:

· The assessment of individual accounts to decide and initiate the most appropriate recovery action.

· The prompt issue of requests for information from customers, internal service departments and external agencies. This will include providing substantive responses to correspondence in accordance with Council procedures and existing rules and regulations (e.g. Housing Benefit Regulations).

· Negotiating payment arrangements, both over the telephone and face to face, with debtors.




· Monitoring payment arrangements and initiating further recovery action where debtors have defaulted.

· Using the Councils debit/credit card payment facility to accept payment over the telephone in respect of recovery of debts.

· Managing sensitive debts and liaising with User Property & Finance along with Service Users families and professionals in respect of recovery of debts.

· Interviewing debtors as required. 

2. Reviewing daily notification information regarding new and amended housing benefit claims to ensure accurate recovery treatment.

3. The review of out of date un-cashed cheque reports and determine appropriate action.

4. Monitoring historic write off lists to restart recovery for traced debtors or restarted benefit entitlement.

5. Review recovery levels, following representation by the customer or their representative in accordance with Council Policy.

6. Administering recoveries from Landlord payments, undertaking cheque cancellations, BACS recalls and respective replacement payments.

7. Managing and processing files for the collection of monies by direct debit and actioning changes notified through BACS in accordance with the Direct Debit protocol.

8. Preparation of cases for County Court for referral to the Senior Recovery Officer.

9. Responsible for monitoring and reporting debtor case load activity to the Senior Recovery Officer.

10. Answering telephone calls received in line with departmental performance measures.

11. Tracing absconded debtors by utilising the Experian and DWP Searchlight system (where appropriate). 

12. Preparing cases for the submission for write off, as required.

13. Processing direct debit collections as appropriate.

14. Collating information for the preparation of statutory demands and bankruptcy petitions.






15. Any other duties of a related nature which might reasonably be assigned to the post by the Senior Recovery Officer and / or the Shared Services Manager.


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:  November 2026


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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