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Revenues Property Visiting Officer Inspector, Grade 5
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Job Family: Transactional Back Office 


Key Role Descriptors: 

This role will undertake the visiting of domestic properties within Manchester to determine the status of property and establish liability/OWNERSHIP for Council Tax.

Provide up to date information and advice on Council Tax to the public, other officers within the Council, the Valuation Office Agency and other external bodies.

The role holder will provide high quality and effective services to maximise the Council Tax revenue to the Council in accordance with the relevant legislation and support residents who are struggling to pay.

To work as part of a team and contribute to its objectives.

Work with the Team Leaders and the rest of the Teams to develop and maintain information and monitoring systems that are accurate and up to date at all times.

Key Role Accountabilities: 

Effectively identify and manage new, existing and domestic properties, both occupied, empty ones and those in the process of being built.

Gather information for Completion Notices and assist in the defence of these at Valuation Tribunal hearings as required.

Maximise the billing and recovery of Council Tax owed to the Council, analysing cases carefully to ensure charges are correct, appropriate discounts and exemptions have been considered, and the Council Taxpayers’ circumstances and payment record are considered.

Deal appropriately with queries from Council Taxpayers and their agents by telephone in writing and face to face explaining all aspects of the legislation relevant to the property/account.

Maintain accurate and detailed records, including annotating computer records, and provide data and information to compile statistical reports and monthly analysis.

To assist in the work of the team by answering telephone calls, interviewing Council Taxpayers (including at court), dealing with general correspondence.  

Personal commitment to continuous self development and service improvement.

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.


Where the role holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.
Council Tax Visiting Officer – Role Portfolio
The role holder will deliver a high-quality, effective, and supportive service using a holistic approach to maximise council tax collection for the Revenues Service. This will encompass all aspects of Revenues administration, with a particular focus on tracing, insolvency, and committals, ensuring all actions are compliant with relevant legislation and guidance.
· Comprehensive Revenues Administration: Oversee all elements of revenues administration, including property inspections, tracing debtors, and supporting insolvency and committal processes, working closely with internal teams and external partners as required.
· This role is both office and field-based, requiring the postholder to visit properties that may be challenging to access, such as construction sites or high-rise buildings. The postholder may also meet residents in their homes to discuss council tax payments, supporting efforts to maximise council tax collection.
· Council Tax Valuation: Demonstrate a basic understanding of Council Tax Valuation, with a commitment to further developing this knowledge through training and continuous professional development.
· Property Creation and Data Integrity: Assist in the identification and creation of new properties on the system, ensuring all records are up to date and accurately reflect the status of each property.
· Record Keeping: Accurately record visit outcomes using handheld devices or manual forms, ensuring all information is submitted promptly and correctly to the Revenues Team for billing updates and further action.
· Fraud and Non-Payment Detection: Support the identification and investigation of potential fraud, avoidance, or non-payment cases, providing robust evidence to support enforcement actions or legal proceedings as necessary.
· Customer Engagement: Communicate effectively and professionally with residents to gather essential information, clarify council tax obligations, and explain relevant legislation. Manage sensitive or challenging conversations with empathy and discretion.
· Debt Collection and Advice: Maximise the recovery of council tax arrears by carefully analysing individual cases to determine the most effective method of collection. Advise customers on payment options, negotiate affordable arrangements, and ensure all advice is in line with current Revenues legislation.
· Flexible Working: Demonstrate flexibility in working hours to meet the demands of the service, including evening or weekend visits where necessary.
· Reporting and Evidence: Provide clear, timely, and accurate reports, and supply evidential documentation to support the Council’s billing, enforcement, or legal processes as required.
· Professional Conduct: Maintain the highest standards of professionalism and confidentiality at all times, adhering to Council policies and procedures.
· Vehicle Use: Hold appropriate business insurance for car use, ensuring all travel undertaken is in accordance with Council requirements.

Key Competencies and Technical Requirements


Our Manchester Behaviours

· We’re proud and passionate about Manchester 
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things 
· We work together and trust each other. 
· We show that we value our differences and treat people fairly

Generic Skills

· Communication Skills: Ability to communicate effectively both orally and in writing with ratepayers, their agents and other stakeholders sometimes in stressful situations and face to face.
· Analytical Skills: Ability to absorb, understand and quickly assimilate moderately complex information and concepts and compare information from a number of different sources.
· Presentational Skills: Good literacy and numeracy skills to undertake calculations and produce clear calculations, letters and other documentation.
· Problem Solving and Decision Making: Is able to make effective decisions on a day-to-day basis with minimum supervision and acting on own initiative, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary. be logical in thinking and explain reasoning behind decisions or actions taken
· ICT Skills: Ability to use multiple applications, systems and associated software packages
· Administrative Skills: Good level of literacy and numeracy skills to undertake calculations and produce letters and other documentation

Technical requirements (Role Specific) 

· Demonstrable knowledge of Council Tax and associated legislation to the extent that it can be practically applied.
· Demonstrable knowledge of the role Council Tax has in financing council services and the legislation, policies and practices of the service that ensure income is maximised. Demonstrates a clear understanding of the critical role Council Tax plays in funding local authority services, alongside a sound knowledge of the relevant legislation, policies, and operational practices that underpin the service. Actively applies this understanding to ensure income is maximised through effective and compliant service delivery.
· This post has been designated as one requiring essential car user allowance and consequently the post holder must hold a valid driving licence and have the use of a motor vehicle to carry out the duties of the post at all times.
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