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EMPLOYEE
       







SPECIFICATION


                                          

	Dept:

COMMUNITY & WELLBEING 
	Section:

             REVENUES & BENEFITS (SHARED SERVICES)

	Post No:

CORV04003
	Designation:

System Support Officer  
	Grade: 8

	Qualification:

(E)      4 GCSE’s at Grade C/4 or above (or equivalent) including Maths and English
(D)      IRRV Technician or equivalent. 

(D)      Trained in the use of Microsoft Office applications. 



	Knowledge/Skills/Abilities:

(E)    Knowledge of Capita’s Academy system for Revenues and Benefits. 
(E)    Knowledge of computer systems/applications used in the modern workplace.
(E)    General competence in using Microsoft Office applications.
(E)    Excellent organisational and time management skills.
(E)    Excellent numeric, communication and inter-personal skills both written and oral.
(E)    Able to demonstrate examples of enthusiasm, innovation, self-motivation and “can-do” approach.
(E)    Ability to interrogate systems in order to produce meaningful performance management and statistical information.
(D)    Knowledge of Benefits in practice and a working knowledge of Local Taxation, with an understanding of current issues affecting Local Government.
(D)    Working knowledge of Northgate systems.


	Experience:

(E)    Experience of introducing new systems, new releases of software and system upgrades
(E)    Experience of Academy Benefits software applications
(D)    A proven track record of leading and implementing service redesign and delivering change.


	Other Requirements:

(E) Ability to work under pressure, establishing priorities and meeting strict deadlines.
(E)    Flexible and adaptable approach to work, looking to develop new working methods, techniques and procedures. 
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