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Job description  
  
Business Rates and Debt Team Manager (Ref: 001281)  
  
	Reports to  	  	  
  
	Revenues and Benefit Services Manager 

	Responsible for Directly  
  
	Business Rates & Sundry Debt Team Leader, Recovery Team Leader and Compliance Officer 

	Total staff managed 
	3 directly, team of 10 

	Working environment 
	Office/home based (agile working), attendance at Court 


  
Purpose of role  
· To be responsible for the day-to-day management, performance and development of teams responsible for the business rates and sundry debt billing and recovery & enforcement of all local taxation and sundry debt  
 
Key result areas: 
Corporate Responsibilities   
· Understand the Corporate Plan priorities and values and contribute to the delivery of these in the provision of high-quality services to customers 
 
· Actively promote equal opportunities and value diversity as an employer and direct service provider, fostering a culture of fairness, equality and respect 
 
Operational responsibilities 
· To provide daily operational and line management of the team to include setting of standards, procedures, work timetables and targets for the teams and for performance management of the teams and individuals 
· To ensure the accurate and timely billing and recovery of local taxation & sundry debt in line with the recovery timetable to maximise collection rates and income. 
· Set challenging targets for the team leaders and ensure maximum performance from them and their teams to achieve these.
· To ensure appropriate and timely action is taken on accounts with arrears or overpayments. Where the debt is uncollectible ensure that it is written off promptly to ensure the bad debt provision is accurate.
· To collate the corporate fraud activity and results into useable data for an annual report to be provided to the Audit and Risk Committee of the Council. The areas (not exclusive) where the data would need to be collated from are Revenues and Benefits, Housing (Right to Buy and Tenancy Fraud) in addition to other service areas where fraud activity is being monitored. This data will need to be collected from the various council teams and from the NFI dashboard
· To ensure the Compliance Officer is reducing fraud and recommending the removal of discounts and exemptions where appropriate and maximising income to the targets and standards that have been set.

· To carry out formal appraisals & one to ones, to manage sickness absence and capability within the team. To be responsible for recruitment, staff training and development and skills assessments as required. 
· To maintain a high degree of understanding of business rates & council tax legislation as well as a detailed knowledge of the functionality of the computer systems used in the administration of the department 
· To work with the Revenues & Benefits Service Manager to make changes that will improve efficiency, effectiveness increase income and reduce costs and develop best practice 
· To monitor, and report on quality and performance management information, to complete government and statistical returns with set timescales 
· As necessary, to represent the Council at relevant Courts in relation to enforcement of local tax and sundry debt.

· Together with the Revenues and Benefits Service Manager complete the NNDR government returns such as NNDR1 and NNDR3. To work together with the Revenues and Benefits Service Manager as necessary on other appropriate returns
· Ensure that write offs for Council Tax, Business Rates and Sundry Debts are submitted quarterly including those above the write off approval level of the Revenues and Benefits Service Manager, heads of Service and Portfolio Holder
· To calculate the BID income as per the operating agreements and let finance know the current position, so a calculation of excess income over payment can be made and notified to the BID to invoice us
· To oversee the audit of the annual business rate returns. 
 
· To monitor and report on amounts recommended for write offs in line with audit requirements and procedures to ensure correct classification and reasons are adhered to. 
· To apply specialist knowledge and experience in order to prepare complex cases for court action. 
 
· To make more complex decisions relating to business rates avoidance and fraudulent applications for discounts/exemptions in order to maximise the tax base. 
 
· To design new or amend procedures and processes in line with legislation or to reflect the changes to legislation. 
· To adhere to the Councils Attendance and Health Policy. 
 
· To liaise with other sections, departments and outside bodies. Close liaison is required with internal service areas that raise sundry debts (e.g. Property Services Team) to ensure that what is collectible is collected or appropriate enforcement action is carried out to collect it and what is not is collectible written off 
 
· To attend seminars, training seminars and working parties as necessary.  
 
· To undertake any other duties consistent with those listed above and appropriate to the title and grade of the post. 
 
The above may change subject to consultation with the post holder. 
 
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job. 	

















  	 
   
 

 
 

Person specification  
  
	Business Rates & Debt Team Manager  

	Experience/ 
Knowledge  
	A demonstrable experience in managing high performing teams within the 
Revenues & Benefits Service areas 
Ability to understand relevant legislation and associated working procedures and codes of practice 
 
Ability to create/produce procedures or design of new process to ensure innovative and effective service delivery in line with associated regulations 
 
Demonstratable experience of preparing appeal/ court submissions and representing the council at relevant court or Tribunal Service 
Demonstrable experience in managing workloads and performance 
A proven ability of using computerised Revenue and Benefits IT systems, preferably CIVICA Open Revenues 

	  

	Qualifications  
	Good standard of education, 4 GCSE’s grade ‘C’ or above, preferably in English and Mathematics.  
IRRV Technician or a demonstrable knowledge and understanding of benefit and Council taxation law and practice  
 

	  



	Competencies /  
Skills  
	Excellent leadership skills. 
Excellent organisation skills 
Excellent communication skills oral and written 
Excellent interpersonal skills, able to negotiate, advocate 
Ability to deal with customers, other council officers or councillors tactfully in difficult situations. 
Ability to be innovative in developing new solutions 
Experience in straightforward report writing and the presentation of clear, reasoned structured information, i.e. appeal/ court submissions, and briefing notes 
Ability to manage high performance & work to minimum supervision 
 

	  

	Personal Qualities and Attributes  
	Thorough, accurate, analytical and good judgement calm even under pressure and in challenging situations 
Ability to deal with vulnerable customers  
 
High level of commitment and enthusiasm and desire for job satisfaction 
Desire to do work to a high standard and help others. 
Highly professional approach to advise, guide and persuade others 
Enjoys a busy work environment 
Self- motivated and able to motivate others 

	Behaviours 
	Effective communication 
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Taking personal responsibility 
Putting Great Yarmouth first 
Respecting others 
People focused 
Embracing change 

	Personal  
Circumstances  
	Flexible approach to working hours and duties. Own transport available for work and driving licence. 
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