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Benefits Enquiries

Breckland: 01362 656872
Forest Heath: 0800 163030
East Cambs: 0845 8426000

‘St Edmundsbury 01284 757269
benefitsenquiriesangliarevenues.gov.uk

‘Council Tax Enquiries

Breckland: 01362 656871

Forest Heath: 01842 756567

East Cambs: 0845 0726000

St Edmundsbury 01284 757275
counciltax@angliarevenues gov.uk

Business Rates Enquiries
Breckland: 01362 656871
Forest Heath: 01842 756568
East Cambs: 0845 7023092

'St Edmundsbury 01284 757221
‘nndr@angliarevenues.gov.uk

Brackland House|
St Nicholas Streat
Thatford, Norfok.
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JOB DESCRIPTION

Job Title: 

Assistant Team Manager -NDR


Service Area: 

Revenues


Team:  NDR
Organisation:

Anglia Revenues Partnership

Reports to:

Revenues Team Manager - NDR
Responsible for: 
NDR Team
Main Purpose of Job:

Provide assistance and support to the NDR Team Manager and the NDR team; standing in   for the Team Manager in times of absence.

_____________________________________________________________________________________

Key Responsibilities:

1. Maintain an up to date knowledge of relevant legislation and pass that knowledge on to the other members of the teams.
2. Support the Team Manager in their duties standing in for them as required.
3. Provide training and mentoring to new members of the team.
4. Assist in the, organisation and monitoring of the work of the NNDR team dealing with all aspects of NNDR Billing, Collection and Recovery.

5. Administer all billing and recovery functions within the legislative framework, completing work within agreed targets, adhering to current procedures and processes.
6. Assist in the regular review of all discretionary relief.

7. Issue Completion Notices and Reports to the Valuation Office for properties based upon the Inspectors reports or Building Control team, liaising with the owner/developer as necessary to agree completion date.

8. Liaison with internal departments & external bodies such as Debtors, Enforcement Agents, Valuation Office etc.

9. Deal with complex customer correspondence and enquiries in person, or any communication channel, providing an excellent, polite and courteous public service at all times.

10. Attend when necessary and assist the Senior Officer in dealing with debtors prior to the Magistrates / County court hearing. 
11. Refer cases to external debt recovery agency as appropriate.

12. To deal with Enforcement Agents returned cases and to make decision on the next course of action, ensuring all routes on recovery are explored.

13. Ensure that account credits and non recoverable debits are dealt with appropriately within authority guidelines and in accordance with current procedures and processes. 
14. To undertake any other appropriate duties as assigned by the Revenues Manager commensurate with the grade.
Additional Note:

Vulnerable People

We are committed to safeguarding and promoting the welfare of vulnerable people and we expect all employees to share this commitment. All employees must familiarise themselves with the Safeguarding Children and Young People and Guidelines for Working with Children and Young People policy.

Health Safety & Environment

Managers are responsible for the health and safety of their staff and their actions that may affect others; this is clearly set out in the Health and Safety Policy.  It is the duty of all employees, while at work, to take reasonable care of their health and safety, and of other persons who may be affected by their activities; this includes colleagues, contractors and members of the public. 

All employees must familiarise themselves with the Health and Safety and Environmental Policies. 

________________________________________________________________________________

Note:
This is a description of the job as it is constituted at June 2017 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of ARP and employing Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is both Councils' and ARP’s aim to reach agreement to such reasonable changes with the post holder but if agreement is not possible the Councils and ARP reserve the right to insist on changes to the Job Description after consultation with the post holder.

On signing your Statement of Particulars it will be deemed that this Job Description has been 
accepted by the post holder.

