	[image: ]Recovery Officer (Debtors)
SALARY GRADE: HBC2- HBC4 (Progression through the grade is subject to assessment)
	Halton Borough Council 
resourcing@halton.gov.uk


	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – keeping great service delivery at the heart of everything we do
· Personal Growth – learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Flexible / hybrid working arrangements available 
· Extensive employee benefits platform including discounted shopping, car leasing, gym memberships, wellbeing hub and Employee Assistance Programme.

For further information about all the benefits we offer, please click HERE.


	About the Job 

	To undertake work concerning the billing, collection and recovery of Sundry Debtor accounts and ensure that all recovery action is correctly recorded on the Council’s computer databases.

More specific responsibilities include:
· Assist in the processing of incoming post, and the despatch of documents.
· Answer enquiries, within agreed guidelines.
· Input data on to, and extract data from, computer systems within the Division
· Carry out a variety of administrative functions in the office e.g. filing, photocopying, scanning and indexing.
· Liase effectively with other Council Departments and outside bodies to ensure the work priorities within the Division are met.
· Process Direct Debit information.
· Process changes of addresses.
· Process changes in circumstances and methods of payment.
· Deal with basic enquiries regarding Sundry Debtors accounts and recovery.

(HBC3) In addition to the duties and responsibilities above you will be required to carry out the following key duties:
· Monitor suspense account and allocate payments accordingly.
· Day to day allocation of cash.
· Answer queries on all recovery procedures.
· Make payment arrangements and amend payment details including direct debits.
· Prepare written replies to non-complex enquiries.
(HBC4) In addition to all the above duties and responsibilities you will be required to carry out the following key duties:
· Prepare and despatch invoices, reminders and other appropriate documentation as directed.
· Deal with telephone enquiries, correspondence and make arrangements within agreed guidelines, for payment of arrears.
· Regularly monitor arrangements and determine relevant action if arrangements are not adhered to.
· Liase with representatives from other user departments to determine appropriate recovery action for outstanding accounts.
· Produce appropriate monthly reports and statistical information as necessary
· Refer overdue accounts to the Council’s legal section for recovery action.
· Prepare accounts to be recommended for write off.



	About You

	Minimum of 3 GCSE’s or equivalent at Grade C or above, which include English and Maths, or demonstrate the appropriate level of skills or experience

In addition you will have:
· Contact with the public in a busy office environment.
· Relevant appropriate experience.



The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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