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JOB DESCRIPTION

	 Job title:
	Business Rates & Visits Team Leader

	 Team: 
	Revenues and Benefits Shared Service

	 Service area: 
	Resources, Audit and Monitoring Officer

	 Responsible to:
	Revenues Operational Manager

	 Position reference:
	R202 

	 Contract type:
	Permanent

	 Grade:
	7

	 Hours of work:
	37 hours per week, Monday to Friday

	 Out of hours working/Standby:
	Yes

	 Location:
	Hinckley Hub/Revenues and Benefits Partnership

	 Hybrid working:
	Yes, by agreement

	 Politically restricted:
	No

	 Criminal record check:
	Basic DBS check

	 Driving licence type:
	Full UK Driving Licence 

	 Vehicle use:
	Grey fleet (own car)


[bookmark: _Hlk219972496]Variations to standard conditions of service

The partnership intends to periodically review employees' job descriptions to ensure each job role reflects the needs and changes within the partnership as it evolves. This process will be jointly conducted by the manager and post holder where possible.
Job purpose

To effectively lead the day to day operation and performance of a Non Domestic Rates team responsible for dealing with the accurate and timely billing, collection, and enforcement of Non Domestic Rates/BID Levy in accordance with legislation, local policies, strategies, and government directives.

To contribute to the achievement of the Shared Service performances targets and proactively develop the working practices and processes to ensure an efficient customer focused service delivery across the Shared Service.

To ensure that the Customer Services SLA is closely monitored and reviewed and to ensure that regular liaison meetings take place to resolve issues at an early stage.
[bookmark: _Hlk219971489]
Key duties and responsibilities

1. Effectively lead and supervise a team of a Senior NDR Officer and NDR Officers to ensure all types of operational processes in relation to Non Domestic Rate accounts are processed in an accurate and timely manner in accordance with legislation and performance targets.
2. To assist the Revenues Operational Manager in setting individual performance standards and targets, and in the design and management of performance indicators for the Shared Service ensuring that all appropriate service level agreements are met.
3. To motivate and lead staff in order to provide an excellent customer service and to promote positive communication across the organisation and encourage constructive and effective relationships.
4. To assist the Revenues Operational Manager to deal effectively and efficiently with difficult or complex cases. To investigate and draft responses to complaints, Member and MP enquiries and any relevant matters referred to any of the authorities within the Shared Service by the Local Government Ombudsman.
5. To ensure the efficient and effective determination of discretionary and mandatory reliefs and exemptions relating to Non Domestic Rates including the preparation of reports and together with the appropriate recommendations to the Head of Partnership, Management Board and Joint Committee, where appropriate
6. Planning and operating of appropriate staff rotas to ensure cover is maintained across all delivery locations, and that team staffing levels are optimised in accordance with the peaks and troughs of business demands.
7. To participate in project work and assist in the implementation of new modules and procedures. To assist on reviews of business processes, identify efficiency savings, and implement resulting changes in practices. To monitor and review the changes to ensure they are working effectively.
8. To liaise with other Council Departments, external agencies, Government bodies, stakeholders to ensure the robustness of data held.
9. Ensure that office based and home workers receive all relevant updates, communications, and support. Consider applications for home/flexible working and make recommendations to the appropriate service managers. To carry out regular team meetings and one to ones with all staff to address any issues arising and identify relevant training needs and ensure that all staff receive the appropriate annual performance review.
10. To plan, prioritise, implement, and monitor workloads for the team in a way that maximises the use of resources and ensures process are efficient and effective and where necessary take effective action to manage backlogs of work where appropriate.
11. Actively participating in the recruitment and selection of staff to the Shared Service. 
12. Organise the preparation and despatch of NDR/BIDS bills ensuring the maximum cash flow for each authority in relation to the timely processing of changes of occupation and other relevant amendments. 
13. To provide support to the Operational management team with regard to the annual billing process for Non Domestic Rates & BIDS to ensure each authority’s activities are well planned, organised and delivered by the agreed deadlines. This will include the provision of resources for system testing and appropriate data input where required. 
14. To provide appropriate support and work closely with Managers and Team Leaders in the Shared Service to assist in delivery of service and team outcomes and ensure there is a coherent and a joined up approach at all times
15. To monitor and analyse individual/team performance information and continually apply robust performance management principles to ensure that performance across the teams is maximised and that any issues are identified quickly and appropriate action taken in all cases. To communicate any performance issues to all staff in a timely manner.
16. To ensure changes to working practices and work processing requirements are effectively communicated to the team and all team members are encouraged to develop and improve the service.
17. To liaise with the VOA to ensure that the Non-Domestic Rating List is maintained in a timely manner and that the Rateable Values on the property database reconcile with the Rating List after each schedule. And attend Valuation Tribunals (VT) if required.
18. To be responsible for the collection and enforcement activities of the Shared Service in relation to outstanding Non Domestic Rates and to prepare cases and to represent the Partnership at Liability Order and Committal hearings.
19. To draft the annual recovery timetable and co-ordinate the issue of recovery/enforcement notices, ensuring that all dates and appropriate guidelines are provided to all relevant staff including Customer Services.
20. To manage the Magistrates Court booking procedure for scheduling court hearings in accordance with the recovery timetables and represent the Shared Service where necessary.
21. To prepare write off schedules for Non Domestic Rates and to prepare write off reports for elected Members at the respective Councils where necessary.
22. To instruct and liaise with external enforcement agents in respect of outstanding Non Domestic Rates and where appropriate instruct them to Take Control of Goods. To monitor the performance of enforcement agents and make recommendations regarding future policy.
23. Prepare the monthly NNDR rates retention monitoring reports and provide the relevant information for completing relevant statutory returns including NNDR1, NNDR2, NNDR3, CIPFA, QRC, HMRC etc. and deal, with appropriate FOI requests by the statutory deadlines.
24. To ensure that refunds are actioned on a weekly basis.
25. To promote the value of diversity in the provision of services. To ensure equal treatment regardless of gender, race, nationality, religion, disability, marital status, age, or sexual preference with all people with whom the job holder comes into contact.
26. To ensure the effective operation within the team of corporate personnel policies and practices, particularly in relation to the officers' code of conduct, safeguarding policies and procedures, financial and contract rules and procedures, appraisal, development, data quality, absence management, health and safety, discipline, grievance, and equalities.
27. To undertake such duties as are appropriate to your grade and hours of work as may reasonably be required.

Print name:				
Signed employee: 
Date:
	Job description details (for HR use)

	Reviewed by
	Sally O’Hanlon

	Job evaluated
	Yes

	Job evaluation code
	FIR274

	Job evaluation score
	544

	Latest version date
	June 2026
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PERSON SPECIFICATION
Candidates
When completing your application form, please address your answers directly to each of the selection criteria below in your supporting statement. This enables the recruiting manager to access your ability to meet each essential and desirable criteria. 
	Essential Criteria
	Desirable Criteria


	Qualifications

	
1. Good standard of general education including GCSE English and Maths LEVEL 4/C or equivalent.

2. IRRV Level 3 Certificate (Technician) or equivalent experience.

	
3. Management qualification e.g. Institute of Leadership and Management (ILM)


	Relevant experience and professional knowledge

	
4. Experience of prioritising workloads to meet strict and critical deadlines.

5. Effective management, supervision, training, and monitoring of staff. 

6. Experience of forward planning and effective allocation/utilisation of resources to meet plans. 

7. Proven experience of managing performance for both team and individuals.

8. To be competent in the use of computerised systems including the Microsoft suite of applications. 

9. Experienced in the use of Academy and Information@Work computer systems.

10. Presenting evidence to a Court or Tribunal environment.
11. Detailed knowledge of Non Domestic Rates to include legislation, case law, and best practice.

12. A good understanding of billing, cash collection, and recovery procedures in a large scale billing environment.

13. A good knowledge and understanding of Performance Indicators within a Local Taxation environment.

14. Knowledge of the enforcement processes relating to Non Domestic Rates.

	



	Skills and abilities

	
15. Clear verbal, written and active listening communication skills
.
16. Ability to communicate complex information clearly and simply and to adapt communication styles (verbal and written) according to the situation.

17. Motivational leader able to engage staff to achieve high levels of performance.

18. Ability to coach, mentor, develop staff and to supervise teams in order to achieve targets, deadlines, and objectives.

19. Good organisational skills with a systematic and methodical approach to work and the ability to take the initiative and resolve problems.

20. The ability to manage own and team resources to deal with workloads and deadlines and to tackle difficult issues including poor performance.

21. Ability to deal with contentious and confrontational situations skilfully to achieve good outcomes.

22. Ability to deal with customers in a confidential, tactful, and helpful way.

23. Ability to form effective working relationships with internal and external parties ensuring high levels of customer satisfaction.

	





	Other

	
24. Good general IT skills including the use of the Microsoft Office suite of applications.

25. Understanding of broad IT system packages and intricacies in order to maximize their potential use.

	

	Diversity and Inclusion 

	
26. Demonstrate an understanding and commitment in relation to equal opportunity and the ability to implement these policies in the workplace.

	




	Health and Safety

	
27. Demonstrate an understanding of the requirement to take reasonable care for the health, safety and well-being of yourself and others in the role and those who may be affected by acts or omissions at work.

	





Our Values and Behaviours Framework

WHO WE ARE
At Hinckley & Bosworth Borough Council, we’re passionate about delivering outstanding services to our community—and our people are at the heart of this mission. Every resident and customer deserves the highest standards of professionalism from our teams, and together, we’re dedicated to making life better for everyone in Hinckley & Bosworth by providing top-quality services.
We’ve crafted a clear set of values and behaviours that define what matters most to us as a Council. These values have been reviewed and refreshed to respond to and build upon the positive feedback received in the Peer review 2024 and to reflect the aspirations and views of employees.
These values drive everything we do, guiding us to make the right choices in the right way. Our behaviours are designed to bring these values to life, ensuring they’re woven into our daily actions.
Hinckley & Bosworth Borough Council are one team, united in our commitment to quality and integrity and driven to deliver excellence for our community, making the most of our resources and living our values every day.
Our values are who we are.

 [image: Image of Positive value, image with thumbs up surrounded by hearts]
 We are energetic and passionate, proud of and dedicated to our area.
[image: Image of Ambitious value, image of bar graph showing progression]
We strive for excellence. We learn, innovate, challenge, seek out opportunities and embrace new ideas.
[image: Image of Collaborative value, image showing cogs interlinking and working together]
We trust, respect and are honest. We listen to each other, to our communities and to our partners and work with them supportively to get things done.
[image: Image of Customer focussed value, image showing three head profiles together]
We put the needs of our customers first. We care about being the best we can be and take responsibility for our actions.

Flexible Working Arrangements and Reasonable Adjustments

Flexible working arrangements where possible are supported on request. Reasonable adjustments will be considered under the Equality Act 2010 throughout recruitment and employment.
Guaranteed Interview and Disability Confident Scheme
[image: Disability Confident Logo
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]We are a Disability Confident Employer. This means we work to make sure that disabled people and those with long term health conditions have opportunities to fulfil their potential and realise their aspirations. 
We are committed to interview any applicant that declares they have a disability and meets the minimum essential criteria for the job as defined by Hinckley and Bosworth Borough Council.
This commitment supports fair access to employment and complies with the Equality Act 2010.
Confidentiality of disability and reasonable adjustment information
Any information provided about disability, health conditions, or reasonable adjustments will be kept confidential and used only for the purpose of making appropriate adjustments. This information will not be shared with shortlisting or interview panels unless necessary to implement agreed adjustments at interview.
Care Leaver Friendly Employer Charter

As a care leaver friendly employer, we offer a guaranteed interview (and constructive feedback) to applicants who identify as care experienced and meet the minimum essential criteria for the job as defined by Hinckley and Bosworth Borough Council.
To administer this scheme, the recruiting manager(s) will be able to see your response to this question.
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