Job Description
	Job Title: Subsidy Officer


	POSCODE:


	Grade:



Overall purpose of the job

Please write one or two sentences about why the job exists. Focus on the achievement of the key end results of the job. 
1. To ensure that benefit claims are being assessed accurately and paid correctly and in line with legislation and guidance.
2. To assist in the completion of the Housing Benefit subsidy returns and claims including working with auditors
3. To ensure that the subsidy position improves and income to the Council is maximised.
4. To support the Training and Resilience team by identifying  development needs of officers through Subsidy checking.
5. Main accountabilities
Please list the accountabilities in descending order of priority.  Please include 6-9 accountabilities.  
	
	Main accountabilities

	1. 
	To undertake reviews of benefit claims processed to ensure prompt and accurate determinations of Housing and Council Tax Reduction are being made and that the Council’s subsidy position is maximised. This includes complex claims such as homeless, hostels, self-employed, students and persons from abroad, in accordance with legislation and best practice.

	2. 
	To maintain an up to date knowledge of Council Tax and Housing Benefits legislation, case law, software enhancements and related procedures and policies.

	3. 
	To assist in the timely and accurate completion, submission and verification by external audit of all returns relating to the annual subsidy claim including working with external auditors and completion of work books.

	4. 
	To assist the Training and Resilience team in the preparation and delivery of subsidy training to the wider Benefits team as required in relation to awareness and improvement of subsidy performance.

	5. 
	To provide feedback and support to the Benefits Team Leaders and Training and Resilience team based on the outcomes from the subsidy audit and subsidy checking completed  identifying specific training needs to ensure quality and performance of the benefits team..

	6. 
	To undertake specific targeted checking arising from high risk subsidy areas

	7. 
	To identify and make recommendations to the Subsidy Team Leader and Benefits Team Leaders on assessment of claims and classification of overpayments to improve the subsidy position and maximise income to the council.

	8. 
	To deputise for the Subsidy Team Leader as required

	9. 
	To demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.

	10. 
	To undertake any other duties that can reasonably be expected of the role and the level of responsibility


Person Specification
Qualifications, knowledge, skills and experience
Minimum level of qualifications required for this job
	Qualifications Required
	Subject
	Essential/
Desirable

	Educated to GCSE level including Maths and English
	
	Essential

	Experience of working in a Revenues & Benefits environment 
	
	Essential

	Experience of working with customers
	
	Desirable


	Identify 
	Describe
	Essential/

Desirable

	Knowledge
	
	

	Legislation
	Demonstrate the ability to take on board and understand complex legislation 
	Essential

	IT Systems
	Experience of using ICT
	Essential

	Skills
	
	

	IT skills
	ICT skills including PC, Microsoft office
	Essential

	
	
	

	Communication/Influencing
	Communicating and Influencing – Strong communication and negotiation skills and ability to communicate with all customers, partners, ability to make difficult decisions showing tact and diplomacy
	Essential

	Analytical Thinking
	Analytical Thinking - Shows the ability to gather information in order to understand issues.  
	Essential

	Performance
	Ability to self-motivate and work to high standards of accuracy, to achieve targets and deadlines 
	Essential

	Planning and Organising
	Strong organisational and time management skills
	Essential

	
	
	

	Equal opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs
	

	Experience
	Give an idea of the type and level of experience required do not specify years of experience.  
	

	Customer care
	Experience of dealing with customers across a wide range of channels

	

	Teamwork
	Experience of working on own initiative and as part of a team. Flexible approach to work
	Essential

	
	
	

	Clean driving license and use of car
	
	Desirable


Disclosure level
	What disclosure level is required for this post?
	None
	Standard

	
	Enhanced
	Enhanced with barred list checks


Work type

	What work type does this role fit into? (tick one box that reflects the main work type, the default workers type is flexible)
	Fixed

	Flexible

	Field
	Home
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