PERSON SPECIFICATION

JOB TITLE :   

REVENUE & BENEFITS SYSTEMS MANAGER 
SERVICE :
      
FINANCE & TRANSFORMATION
	
	ESSENTIAL  
	DESIRABLE

	Educational ability


	Qualified to IRRV (Tech) level or equivalent.
Grade C minimum in GCSE (or equivalent) in English and Maths  
	Fully IRRV (Hons) qualified.
Evidence of active Continued Professional Development.



	Knowledge


	A sound understanding of the practical application of legislation governing administration of council tax, business rates, housing benefit and local council tax reduction. 
A comprehensive knowledge of data protection principles.
Proficient in use of an industry established revenue & benefits system.
	Comprehensive technical knowledge of the Revenues and/or Benefits law. 

Familiarity with a windows-based servers and systems. 
Peripheral knowledge of aspects impacting or likely to impact the Service area.

Proficient in use of the NEC revenue and benefits system.


	Skills
	Ability to build effective working relationships both internally and with external suppliers/organisations.
 

Ability to clearly understand and explain complex information regarding the systems to colleagues who are less technically minded.
 
Identify, introduce and adapt processes to maximise efficiency in revenue & benefits.
High level computer literacy and proficiency in the use of the Microsoft suite of software.
Experience of leading projects to conclusion.

	Ability to deliver training.
Basic understanding of the use of SQL*Plus in Oracle databases


	Experience
	Demonstrable experience working in revenue & benefits.
Using an industry established revenue & benefits system at a superuser/administrator level.
Using Enterprise document management system.
Recent involvement in annual billing and year end projects in revenue and benefits.
Involvement in projects to implement new IT/software systems.
Designing online forms.
	Identification of new technology and processes to provide improved efficiency and customer experience.
Using the NEC revenue & benefits system at a superuser/administrator level.
Using SAP Business Objects reporting software.

Line management experience.
Working with external suppliers.
Working with auditors.
Change management.

	Personal skills


	An understanding of, and interest in, IT issues.

Well-developed analytical and problem-solving skills.
Organised and able to manage conflicting priorities.
Able to adapt quickly to changes in priorities.

Able to innovate and provide solutions.
Able to work with others to develop solutions and provide service improvements.
Excels at clear communication.

Ability to work in a methodical/logical way.

	

	Attitude


	Positive attitude to achieving targets and deadlines.

Flexible and demonstrates a ‘can-do’ approach to work.

Presents solutions to problems.
Able to work as part of a team.

Willing to take the initiative and accept responsibility and accountability for actions.
Keen to play a role in staff development.

	


