ROLE PROFILE: LEVEL 5 ADVANCED PROCESSOR INCOME
Service/Team:	Financial Services – Income & Corporate Compliance
Reports to:	Income Manager
Number of posts:	3
Post number:		111708/111709/111710
Career grade		N/A
Role Profile
We are seeking a highly motivated and enthusiastic person to join our team. We welcome applications from candidates with good interpersonal and communication skills to work as part of a corporate income team.
We are looking for someone with a good understanding of Accounts Receivable processes and a good working knowledge of Microsoft Office.
Attention to detail in this role is essential, recording information efficiently and accurately.
You must be confident in dealing with invoice related issues from both Council staff and customers by telephone and written communication.	
You will be an organised person, able to work to deadlines and manage priorities.

Main Responsibilities
· Raising, maintaining, controlling, and recovering accounts for all sundry debt & housing benefit overpayments. 
· Dealing with day to day complex enquiries in regard to debt related matters.
· To provide support, advice, signposting, and guidance to customers in line with current policy and legislation.
· Answering enquiries from customers by phone, email, and letter concerning recovery of debt. 
· Ensure all documentation is checked for accuracy before dispatch.
· Negotiating, creating, and checking payment arrangements to maximise collection.
· Arranging for recovery of debt from other welfare benefits.
· Consultation with external bodies such as DWP, other local authorities, enforcement agencies, Citizens Advice.
· Taking payments over the phone
· Tracing absconded customers
· Review and update records against data from external agencies such as The Insolvency Service.
· Recommend unrecoverable debt for write off, having demonstrated all avenues of recovery have been exhausted.



PERSON SPECIFICATION (Role Profile)
Experience of working in a busy customer led environment. 			
Experience of handling customer enquiries					
Experience of working with other organisations				
Experience of legislation in a customer environment				
QUALIFICATIONS / TRAINING / EXPERIENCE
Minimum of 5 GCSE’s A-C including maths & English or equivalent	
NVQ Level 2 or equivalent /training in handling benefit claims	
Educated to IRRV Technician level or equivalent				
Competent computer skills using Outlook, Word and Excel			
Experience of working in an Accounts Receivable role			

PERSONAL QUALITIES & ATTRIBUTES
Good organisational skills and time management 
Good interpersonal, communication and literacy skills, both written and verbal.
Listening and communication skills, confident in dealing with members of the public and colleagues.
Ability to work under pressure to meet targets.
Good team player
Commitment to providing a high level of customer service.




