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	POST NUMBER:


	RF567,
RF571, 

RF509, 

RF584 & 

RF585
	GRADE:
	D
	   JE REF:                             
	A136

	DATE REVISED:


	November 2021
	POLITICALLY RESTRICTED:
	No

	POST TITLE:


	Benefits Assessment Officer (Customer Contact & Assessments)

	DEPARTMENT:


	Revenues & 
Benefits
	SECTION:
	Benefits

	POST HOLDER:


	Vacant

	EMPLOYMENT STATUS:


	RF567 & RF571– Permanent

RF509, RF584 & 

RF585 – Temporary

	END DATE (if applicable):
	RF509, RF584 & 

RF585 – Up to 12 months from appointment

	CAR ALLOWANCE:


	Casual
	DBS CERTIFICATE:
	None

	PROFESSIONAL FEE:


	N/A
	HOURS OF WORK:
	All posts 37 per 
week

	REPORTS TO:


	Principal Benefits Officer (Customer Contact & Assessment Team)

	1. Job Purpose
To deal promptly and efficiently with Customer enquires, the assessment of new claims and change in circumstances for housing benefit and / local council tax reduction claims. The assessment of Discretionary Payment applications including budgeting advice. The assessment of Test and Trace applications in relation to COVID19.
2. Job Dimension
To ensure that the tasks associated with the team are provided to meet the needs of the Council in an effective and professional manner.
3. Important Internal Relationships
All other Local Taxation and Benefits Teams, Counter Services, Housing Department and other Council Departments as appropriate.
4. Important External Relationships

The Public, Landlords, Housing Associations, Citizens Advice Bureau, DWP, Rent Officer.

5. Main Activities of the Post
-
To deal effectively with customer queries, to assess and determine all types of housing and / or local council tax reduction claims and assesses Discretionary Payment applications including providing budgeting advice. The assessment of Test and Trace applications in relation to COVID19.
-
To process new claims and changes promptly and accurately so that benefit entitlement can be assessed as soon as possible and within appropriate targets.

-
To ascertain and check all necessary documentary evidence and information in support of a claim and / or application.
-
To amend records promptly on becoming aware of any changes to a claim.

-
To refer rents, as necessary to the Rent Officer and to process all Rent Officer decisions within agreed timescales.

-
To process all Council tenant terminations and allocations.

-
To have a detailed knowledge of the Housing Benefit and Council Tax Benefit legislation and Discretionary Payment legislation and guidance.

-
To deal promptly and efficiently with Benefit customers, their agents or landlords and other persons and organisations with a legitimate interest, by telephone, in writing and in person.

-
To deal with both routine and non-routine enquiries and replies.

-
To deal with claims for backdating in accordance with guidelines and procedures and to prepare more complex cases for submission to the Principal Officer.
-
To carry out outside visits as required, including lone working.

-
To identify and refer cases of potential fraud, to the Investigations team.

-
To calculate and process overpayments of benefit.

-
To assist with the checking and despatch of system generated documentation (including review forms, notification letters etc).

-
To obtain confirmation from the DWP by using Customer Information System (if designated as a specified user).

-
To assist in checking computer reports and take corrective action where necessary.

-
To assist with maintaining accurate information for office statistics.

-
To work with colleagues in performing other Local Taxation and Benefits Overpayment duties as required.

-
You may be required on occasion to attend court as a witness to give evidence in respect of decisions you have made / actions you have taken regarding relevant cases.

-
The post holder will be expected to perform the duties of the other team’s as and when required to do so.

-
The post holder may at any time be required to work at any of the Benefit Services locations of work.

· Carry out any other reasonable duties as may be required.
6. Health and Safety

To be mindful of all Health and Safety issues and have regard for and comply with all Council policies and instructions.
7. Decision Making
The postholder will be expected to use his/her own initiative under the general direction of the Principal Benefit Officers (Assessments and Determinations).
8. Impact on End Results
The postholder is expected to have an impact on the Council’s ability to carry out the Benefits service in an efficient and effective manner.

9. Knowledge and Skills

To have a detailed knowledge of the Housing Benefit and Council Tax Benefit legislation.

The postholder will be reliable, numerate and have good oral and written communication skills for dealing with customers face to face and over the telephone.

The postholder will be able to use a personal computer to input and retrieve information and be able to demonstrate good organisational skills and work as part of a team to ensure performance targets and deadlines are met.

The postholder will be committed to working as part of a team and to provide a high level of customer care and able to work accurately and to tight deadlines and targets.

10. Communication and Contacts

The postholder will be involved both within the Council (Members and Officers) and with external agencies and the general public and be expected to resolve and redirect enquiries as necessary.
11.  Special Conditions

To be able to visit properties throughout the district.




	12.
General Principles
Training and Development
Each employee has a responsibility to develop the skills, knowledge and ability required to meet the challenges of their own job and the objectives in their Service Area’s Business Plan.

Supervisors, especially, are charged with the responsibility for holding development discussions with employees, either individually or in groups, to ensure compliance with the Council’s Personal Development Review Process.

Equal Opportunities
The Council is committed to ensuring equality of opportunity and to the principle that employees should be entitled to work free from intimidation or harassment.

All employees have a responsibility not only for their own behaviour but for the behaviour of others regarding equality of opportunity.  Any act of discrimination must be avoided and any incidents reported accordingly.

Safeguarding Children 
The Council is committed to promoting a culture which safeguards children in line with The Children Act 2004.  Employees are expected to carry out their role and responsibilities with due regard to the welfare of children at all times.  The Council is committed to ensuring that all employees are supported in respect to their safeguarding children duties.
Health and Safety

The Council recognises its responsibility as an employer to provide a safe and healthy working environment for all employees and accepts the obligations imposed by the Health and Safety at Work etc. Act 1974 and subordinate legislation.
Employees are required to take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions and to comply with the Council’s health and safety policies or procedures.
The duties of the post may be varied by the deletion of any of the tasks specified or by the addition of associated work.



	The Job Description has been agreed by:-

	Job Holder: 
	Date:

	Manager:
	Date:


JOB DESCRIPTION








[image: image1.png]
    Cannock Chase Council – HR Services    Page 1 of 5   


