Job Description

	JOB TITLE:
	Principal Revenues Officer (Technical Support)

	GRADE:
	K

	POST NUMBER:
	REV29

	DIRECTORATE:
	Resources

	SERVICE:
	Revenues and Benefits

	RESPONSIBLE TO	:
	Business Rates Manager

	RESPONSIBLE FOR:
	N/A

	


	DBS Basic check required 
This post is not politically restricted


	JOB SUMMARY:	
	To manage the Revenues Technical Service, maintain the security, integrity and availability of the Revenues systems and provide support for other systems used within the service.

To research new initiatives, formulate policy and deliver 
business and process improvement programmes related to 
the use of new technology.

To lead the development and implementation of a Systems & Development strategy plan, advising the Revenues
Management Team to drive performance into the top 
quartile during the next 3-5 years and strengthening the 
delivery of the long-term service strategy for the Revenues 
Service.

To Project Manage any Changes to the Revenues ICT systems.

	ROLE REQUIREMENTS:
	

	1. 
	To be the Revenues system lead officer to ensure that the new releases and system migrations are fully tested and implemented on time. 

	2. 
	To research new initiatives, and enhancements to systems
and to formulate policy and deliver business and process
improvement programs related to the use of new technology, including online customer services.

	3. 
	To maintain and monitor the systems roadmap for the
Revenues Service, liaising with Corporate ICT to ensure
progress is made on all agreed upgrades and releases and
that jobs are run to the timetable.

	4. 
	Keep fully abreast of all upcoming changes to Revenues 
legislation and rules and ensure systems can accommodate 
these changes.

	5. 
	Identify areas of improvement in terms of IT systems and 
work with software suppliers, the wider team responsible 
and Open Revenues to design, implement, test and train staff on changes. 

	6. 
	Devise programmes to ensure the development and maintenance of interrogation, data extraction and merging facilities across multiple programming languages to produce accurate and up-to-date management information and other output files.

	7. 
	Responsible for annual billing, year-end system preparation and processing Council tax and Non-domestic rates. To liaise with colleagues in Council Tax, Non-domestic rates, Benefits, and outside partners, to ensure that annual billing and year-end files are available for testing, live processing and reconciliation of all data.

	8. 
	Monitor the Revenues systems ensuring that appropriate steps are taken to protect data integrity and ensure that all users comply with GDPR and the IT security policy.

	9. 
	Provide appropriate procedure notes for changes and 
enhancements to the Revenue systems and provide 
appropriate training on the changes to the revenue managers and team leaders.

	10. 
	Liaise with System suppliers and ICT Applications Teams to 
ensure that systems and Servers are up to date, fully 
supported and working to optimal efficiency.

	11. 
	To project lead and work closely with the Revenues 
Management Team for any ICT changes to support the 
delivery of the long-term service strategy of Revenues & 
Benefits.

	12. 
	Contribute to continuous improvement of performance by seeking, recommending, and managing projects to implement systems and technology in support of Revenues 
and Benefits administration and other business requirements.

	13. 
	To work with our System suppliers and ICT to improve 
efficiency and accuracy through increased automation of the 
Local Council Tax and Business Rates processes.

	14. 
	Provide advice, expertise and guidance on Revenue service technical solutions. To write and run bespoke reports for the use of the Revenues Management Team to help analyse performance etc.

	15. 
	Acquire and maintain an in-depth knowledge of nominated 
applications and best practice and have a detailed 
understanding of procedures and systems keeping abreast of all new and proposed legislation, IT developments, new 
functionality, modules and hardware relevant to the division.


	16. 
	Responsible for data management and the development and use of specialist IT tools to provide enhanced management information.

	17. 
	Advise, consult, produce reports for and communicate with 
Senior Management & other working groups on systems, 
applications & related issues.

	18. 
	Manage the implementation of new modules, major 
upgrades, data, debugging, end-of-year processes, security 
and access including audit trails, using suitable project 
management techniques to ensure robust implementation.

	19. 
	Attend Revenues Management Team meetings as required and report on the progress of outstanding Revenues systems issues, collating information for the Revenues Management Team as required, and additionally for Members, Internal and external Audit, Revenues staff and other internal and external stakeholders as directed. 

	20. 
	To be the Revenues expert on all system interfaces and dependencies. To investigate failures with the system batch scheduler, and to take remedial action to ensure the reports, payments and print runs successfully complete.

	CORPORATE RESPONSIBILITIES
	

	21. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	22. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	23. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	24. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	25. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	26. 
	Adherence to the council’s commitment to the health, safety and welfare at work policy always ensuring that duties and responsibilities are carried out in accordance with the Council’s Policies and Procedures including Financial Regulations, Standing Orders, Workforce & Organisational Policies and Procedures, the Council’s Health & Safety Policy.

	PEOPLE
	

	27. 
	Liaise with the Revenues Management Team to ensure any upgrades or releases are notified in advance where possible and produce procedure notes for Revenues staff.

	28. 
	Liaise with Corporate ICT, the Head of Revenues and 
Benefits Services to ensure the capture of all essential annual systems work.

	29. 
	Liaise with Corporate ICT to ensure the efficient planning and management of the comprehensive testing of all Revenue systems enhancements, patches and year-end releases in the test/live system to ensure that the releases are working correctly and there is no loss of functionality to staff.

	30. 
	Liaise with the external Revenues System supplier to manage system updates, bugs and improvement projects.

	FINANCE
	

	31. 
	To write, run and manage the running of bespoke reports for the use of the Revenues Management Team to help analyse financial performance.

	32. 
	To assist in providing financial reports to assist the Revenues Management Team for statutory Government returns, the Tax/Rate base, questionnaire committee reports and other management information.

	SERVICE
	

	33. 
	Ensure that system integrity is maintained and that data is 
managed in a secure and compliant way. The post holder is required to be the primary BACS contact.

	34. 
	Manage the access to systems in line with the appropriate 
legislation and Council policies, including online customer services.

	PERFORMANCE
	

	35. 
	Ensure that key projects and milestones are met and that 
customers receive notifications promptly.

	36. 
	Ensure system updates are fully tested and signed off before they are applied to the live application.

	37. 
	Maintain the Revenues system in line with changes to the 
regulations, parameters and uprating ensuring that 
statutory requirements are met, and the systems are met so 
that officers can accurately calculate Council Tax, Non-Domestic Rates & Sundry Debt charges.


OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.
To undertake additional duties that may arise from time to time commensurate with the grade of the post.





















Person Specification
	Person Specification for the Post of Principal Revenues Officer (Technical Support)
	
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	Detailed knowledge of Council Tax & Non-Domestic Rates procedures, regulations and working practices. 

Substantial knowledge of technology as it relates to Council Tax & Non-Domestic Rates. 

Understanding and commitment to promoting and implementing the Council’s Equality Opportunities Policy.

Understanding and appreciation of the importance of confidentiality. 

The ability to automate procedures in Civica Automation and write complex reports in DataPA and other programs.

Knowledge of Civica Open Revenues standard and bespoke interfaces, and the ability to investigate and resolve any problems with the interfaces
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	Qualifications
& Experience
	Thorough and detailed 
knowledge of Council Tax and Non-Domestic Rates legislation, regulations and working practices.

Experience within an area of technical support for Revenue Services. 

Experience in performance, and project management, leading to demonstrable improvements in service delivery. 

Ability to manage conflicting priorities and work in a pressurised environment to achieve targets with challenging timescales.

Ability to manage change and assist others in managing change to continue to achieve challenging targets.

Excellent communication and presentation skills, both written and oral. Ability to communicate effectively with staff, members and external bodies. 

Experience of analysing data and performing reconciliations. 

Ability to produce, analyse and make decisions on complex information. 

Ability to implement the Council’s employment and equalities policies and other key policies in terms of service delivery and employment opportunities.

Thorough and detailed knowledge of software applications where they relate to Council Tax & Non-Domestic Rates. Ability to use the technology to introduce innovative solutions and improve services.

Demonstration of commitment to quality, customer care and methods of improvement Ability to understand corporate objectives including the Council’s vision and strategy
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	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Developing networks Maintains and encourages networking across teams to achieve the best outcomes.

Making it a better place to work 
Takes swift action to resolve issues or conflicts, to build a positive team culture in the working environment.
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	We are OPEN and transparent

	Communicating clearly
Thinks about the people 
they communicate with and 
adjusts their style 
accordingly.

Managing change
Facilitates the change 
required for the team and 
others to be connected to 
on-going service 
requirements.
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	We are WILLING to challenge, innovate and be accountable

	Being accountable
Takes accountability for 
delivering clear goals and 
targets, whilst setting high 
standards, for self and 
others.

Learning and challenge
Respectfully challenges 
others, using data and 
observation to drive 
improved outcomes.
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	We empower each other to be EXCELLENT and go the extra mile

	Having purpose and 
personal motivation 
Delivers to clear objectives, 
expectations and roles to 
motivate their team towards 
delivering the vision, as well 
as inspiring their team to 
achieve their best.

Focusing on support and 
wellbeing
Promotes well-being at work 
and checks in with team 
members, signposting to 
support where needed.
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	We RESPECT all communities; they are the heart of everything we do

	Learning from customers
Uses customer feedback 
data to make improvements 
to how we work, to achieve 
the best outcome.

Respecting diversity and 
being inclusive 
Ensures that they and 
others value the diversity of 
all people they work with 
and takes this into account 
in developing the service.
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	Additional Requirements
	To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice unless there is good reason where this is not possible.

To comply with the requirement to carry out a DBS check on this role. 
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