
	
OLDHAM COUNCIL

JOB DESCRIPTION


	Job Title: 

	Debt Recovery Advisor

	Directorate:  
	Chief Executive’s and Corporate Services
	Division/Section: 

	Finance / Revenues and Benefits

	   Grade:  

	3
	JE Reference:
	10028




	Job Purpose


	[bookmark: _Hlk121406766]
To effectively collect and enforce payment of Council Tax and Business Rates, to ensure liability debts are promptly and efficiently collected.  


	Key Tasks


	Proactively negotiate with debtors by outbound/inbound telephone calling, in person, or by written communication, to secure the prompt payment of Council Tax and Business Rates.

Actively request and obtain income and work details and inform debtors who refuse to supply this information of consequences within legislation.

Agree and set-up effective payment plans to ensure payment is made in accordance with the current Recovery guidelines.

Prompt and efficient administration of attachment of earnings orders, benefit deductions, payment plans 

Provide efficient day-to-day administrative support to Enforcement Agents, in person or by telephone, to enable the prompt collection of all Council debts. 

Prepare and issue weekly debtor account files for Enforcement agent visits and to input actions and recommendations, in a timely and accurate manner. 

Answer telephone enquiries and reply to correspondence in adherence to the Council’s current policies. 

Interview tax/ratepayers in person at the Civic Centre to secure payment.

Interview tax/ratepayers in person at the Magistrates Court to resolve liability disputes and secure payment.

Actively trace and locate debtors who abscond in accordance with the section tracing procedures.

Ensure personal compliance, at all times, with Council policy, recovery procedures and relevant legislation, including data protection issues. 

Possess a practical working knowledge of collection and enforcement remedies relating to Council Tax and Business Rates.

Correctly identify and submit unrecoverable debts for write off approval in accordance with the recovery write off procedure.

Regularly achieve performance and collector activity targets as set by line manager

To maintain, at all times, a consistent and high level of customer service, to be provided to everyone in a courteous and helpful manner.

To deal with more complex/challenging correspondence relating to Council Tax and NNDR, recovery.
To provide support to staff at Magistrates Court.
To assist in preparing cases for non-compliance court hearings and committal cases.
To assist with the control and co-ordination of the group in the absence of the Recovery Team Leaders
To undertake other such duties as may be required from time to time, commensurate with grade of the post.



	Standard Duties:
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1.
	
To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.




	[bookmark: _Hlk95121094]Contacts: General Public, council colleagues




	Relationship To Other Posts In The Department:


	Responsible to:  

	Revenues Manager

	Responsible for:
	N/A



	Special Conditions:   None





	Values and Behaviours:


	We have a clear set of values that outline how we do business. We share these Borough-wide with our residents, partners and businesses:
· Fairness - We will champion fairness and equality of opportunity and ensure working together brings mutual benefits and the greatest possible added value. We will enable everyone to be involved.
· Openness - We will be open and honest in our actions and communications. We will take decisions in a transparent way and at the most local level possible.
· Responsibility - We take responsibility for, and answer to our actions. We will encourage people to take responsibility for themselves and their actions. Mutual benefits go hand-in-hand with mutual obligations.
· Working together - We will work together and support each other in achieving common goals, making sure the environment is in place for self-help.
· Accountability - We recognise and act upon the impact of our actions on others and hold ourselves accountable to our stakeholders.
· Respect - We recognise and welcome different views and treat each other with dignity and respect.
· Democracy - We believe and act within the principles of democracy and promote these across the borough. 

	
Internally we’ve translated these values into five Co-operative behaviours which outline the priority areas of focus for staff at all levels.

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 

More information around our Values and Behaviours can be found on our Greater.Jobs pages.





	
	DATE
	NAME
	POST TITLE

	Prepared
	08.12.2022
	N Davies
	Revenues Manager

	Reviewed
	
	
	

	Reviewed
	
	
	



OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:    Debt Recovery Advisor  

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	Sufficient literacy and numeracy to complete the tasks and duties of the role

	
	
AF

	
Experience

	Experience of undertaking a range of administration/clerical tasks

Experience of team-working to work effectively with others and meet deadlines and goals

Experience of prioritising and managing your own workload

Experience of using computerised packages for financial administration, e.g. Microsoft Word/Excel

Experience of Debt Collection Procedures 

	Experience of working in Accounts Receivable/Debt Collection
	AF/I


AF /I



AF /I


AF/I



AF/I

	
Skills & Abilities

	Excellent communication skills to deliver a polite, courteous and efficient customer service and to give information and advice to range of audiences on financial matters

IT literate in Microsoft Office applications, especially Excel

Analytical skills to interpret information to solve problems 

Ability to work co-operatively with teams from a range of different services/departments

Ability to interrogate and interpret large amounts of data and be methodical and thorough to ensure work is accurate 
Organisational skills to work under pressure to complete tasks to potentially conflicting deadlines, which can involve re-prioritising own work 

	
	AF/I





AF/I



AF/I



AF/I



AF/I



AF/I

	
Knowledge

	Knowledge of debt collection with an  understanding of financial procedures and systems

Understanding of the need of data protection and the need to keep information confidential
	Knowledge and ability in the use of relevant software (e.g.: SAP/Agresso/Civica/ Academy etc).

Knowledge/experience of systems thinking

	AF/I



AF/I


	
Work Circumstances

	Able to work flexibly to ensure the service is provided
	
	           I



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.

