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Post Specification

	Date
	November 2023

	PG Number
	8036

	Post Title
	Benefits Officer

	Job Family 
	Business Support

	Job Family Role Profile
	BS8

	Final Grade
	Final Grade 8 


To be read in conjunction with the job family role profile

	Service Area description

	This post is part of the Revenues and Benefits service area, within the Resources Directorate.  The service makes provision for the prompt and accurate billing, collection and recovery of council tax and business rates relating to over 130,000 households and businesses within the Westmorland and Furness area, and administers over 18,000 claims for both Housing Benefit and Council Tax Reduction, providing financial support to those in need towards their housing and Council Tax costs.


	Purpose of this post 

	
· To provide accurate and timely processing of Housing Benefit and Council Tax Reduction claims to support people on low income using technical knowledge, statutory legislation and guidance
· To maximise the collection of Housing Benefit overpayments in a timely, efficient, legal and customer focused manner, maximising all available recovery methods.
· To ensure detailed and accurate records are kept
· To provide excellent advice and support to customers on a low income and signpost them to other welfare benefits



	Key job specific accountabilities

	
· Determine applications  for Housing Benefit and Council Tax Reduction. This includes gathering information, calculating entitlement and notifying the customer in writing of the outcome using technical knowledge, statutory legislation and guidance, systems and processes
· Process  Housing Benefit and Council Tax Reduction changes in circumstances including changes in income and capital, the number of occupants and address changes. Amend Council Tax records where appropriate to reflect Council Tax Reduction related changes in circumstances
· Deal with applications for backdating, including making the decision whether to award backdating
· Provide Housing Benefit and Council Tax Reduction advice and assistance to customers in a professional, courteous and confidential manner whether in person, via the telephone or in writing
· Communicate  with private landlords, housing associations, the DWP, welfare organisations etc in a professional and courteous manner while remaining aware of customer confidentiality
· Administration  of overpayments including raising invoices, recovering from on-going benefit and setting the weekly recovery rate on a timely basis to maintain service standards
· Calculate the entitlement for homeless people in temporary accommodation
· To keep up to date on changes to Housing Benefit, Council Tax Reductions Scheme and Housing Benefit overpayment regulations and guidance
· Test  new and enhanced computer software noting any issues that arise 
· To  actively assist the Council in meeting current and emerging requirements of Equality legislation and comply with measures that are introduced to ensure equality of opportunity and non-discrimination
· To take reasonable care for the health and safety of yourself or any other person who may be affected by yourr acts or omissions at work. 
· To have regard to the need to safeguard and promote the welfare of children. This post does not have specific safeguarding duties
· This post holder is responsible for maintaining all data in regard to confidential information that relates to Council Tax, NNDR, Sundry Debtors, Council Tax Reduction Scheme Housing Benefit and Overpayments of Housing Benefit.


	Please note annual targets will be discussed during the appraisal process

	Key facts and figures of the post

	Budget Responsibilities
	· None

	Staff Management Responsibilities
	· None

	Other
	· N/A

	Essential Criteria - Qualifications, knowledge, experience and expertise

	Qualifications
Good standard of education with a minimum Level 2 qualification or equivalent (under the National Qualification Framework) in Literacy and Numeracy or equivalents such as GCSE Grades A-C)

Knowledge/Experience
Essential

· Experience in data inputting accurately
· Experience in dealing with customers in a range of different circumstances
· Proven ability to communicate effectively with a wide range of individuals including staff, customers and stakeholders both orally and in writing
· Strong ICT skills and proven ability to learn new systems quickly
· Good keyboard skills
· Proven ability to work in a team and to form effective working relationships
· Proven ability to work with a minimum level of supervision to achieve specified targets and standards, plan and prioritise work, manage time and respond effectively to rapidly changing circumstances
· Proven ability to be accurate, detailed and professional in approach to work
· Proven ability to deliver high standards and good customer service
· Demonstrable ability to work accurately with figures

Desirable

· Demonstrable knowledge of Housing Benefit, Council Tax and Council Tax Reduction Scheme legislation
· Demonstrable knowledge of all welfare benefits
· Experience in using Capita (Academy) and/or Northgate  software and document management systems
· Experience of working within a financial environment
· Experience of assessing means tested benefits


	Disclosure and Barring Service – DBS Checks

	· This post requires a DBS check.
· The level of check required is: DBS Basic


	Job working circumstances

	Emotional Demands
	· Ability to manage the emotional demands of the role.  The job involves contact with the public both face to face in the interview rooms and on the telephone, this can involve dealing with people who are vulnerable, angry or distressed

	Physical Demands
	· Normal

	Working Conditions
	· Although the role is generally office based, there will be some flexibility to work from home, subject to agreement by the line manager
· There is also a physical need to move throughout office buildings and attend external meetings or training events with a variety of different organisations.
·  In order to meet the duties of the post the job holder must be able to travel independently around the area
· This post is currently designated as a casual car user post

	Other Factors

	
· 
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