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	Position Title 
	Accounting Officer- Rates

	Position Number
	21066.1

	Division
	Governance

	Branch
	Corporate Services

	Special Requirements
	Ability to drive a Council vehicle

	Physical and Environmental Demands
	

	Authorities
	As applicable and as delegated by the General Manager


	Key Direction/s
	Strong Local Leadership

	Local Service/s
	Support Services


	Reporting Structure
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	Position Purpose

	To manage Councils Rates system and provide and effective and efficient Corporate Support Service.


	Key Result Areas

	· Revenue

· Customer Service

· Corporate Core Values

	Key Duties & Responsibilities

	Revenue

· Maintain and process all Council online rates notices
· Input data to rate file
· Process credit card payments

· Receipting of remittances

· Follow up returned rate and debtor notices

· Answer telephone and counter enquiries relating to rating issues
· Update Notice Of Sales

· Process welcome letters from the Mayor to new rate payers

· Process Section 603 Certificates to level of signature

· Issue garbage accounts as directed by Environment & Health Branch and Customer Service

· Respond to rates correspondence as required by the Team Leader

· Prepare and validate rate ledger adjustments

· Process changes of address upon notification

· Balance cashiers and run reports at day-end when required.

· Other relevant duties which may be required by the Team Leader or Manager from time to time
Corporate Core Values
· Continuously display Councils Corporate Core Values of Leadership, Innovation, Partnership, Commitment and Customer Focus.

Customer Service

· Demonstrate a strong customer focus which is accurate, responsive, timely and courteous

	

	Essential and Desirable Criteria

	Essential

· Experience in local government finance
· Highly developed computer skills

· Demonstrated customer service focus

· Excellent communication and reconciliation skills
· Ability to apply EEO, WHS and ethical practice principles and to act with probity at all times

· Demonstrated ability to carry out the provisions of the Privacy & Personal Information Protection Act (PPIPA), 1998 and the Government Information (Public Access) Act, 2009

	Desirable

· Previous experience in a rates or revenue section of Council 
· Tertiary qualifications in a accounting related discipline.
· Demonstrated ability to work in a team environment

· Proven ability to prioritise work and meet deadlines


	

	WHS Responsibility

	  Act in accordance with WHS legislation and Council workplace health and safety policies at all times

	Prepared By
	Revenue Team Leader

	Date Prepared
	December 2011


Manager Corporate Services





Team Leader Revenue





Senior Revenue Officer





Accounting Officer – Revenue





Accounting Officer - Rates





Accounting Officer – Revenue & Investments.





Accounting Officer - Debtors
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