
 

SCARBOROUGH BOROUGH COUNCIL 
 

 
Job Specification 
 
 

 

Corporate Finance     Post Nos PN30, 31 & 51 
 
 

Designation: Accounts Receivable Recovery Officer 

 
Effective from:  1 September 2018 
 
Job Activities: 
 
Responsible to the Transactional Finance Manager to undertake the following duties and 
the duties undertaken will be dependent upon those stipulated under the Career 
Structure for Recovery Officers: - 
 

1. Interviewing the public on the telephone and face to face, primarily in situations 
where support is not immediately available, on matters relevant to Housing 
Benefit overpayments and Sundry Debts.   

 
2. To input and retrieve information from computer systems via PC-based 

applications. Competence to accurately update individual accounts with a range 
of service requests including but not exclusively updating notes, payment plans 
utilising knowledge of council procedures etc. 

 
3. Use of IT Systems used by Accounts Receivable to deliver its services including 

e-mail, specialist Benefits and Sundry Debt database software, document 
imaging software, telephony software, web enabled payment systems, Microsoft 
Excel and Word and others as utilised / required. 

 
4. Dealing with correspondence relating to Housing Benefit overpayments and 

Sundry Debts and structuring comprehensive replies that meet accepted service 
standards regarding content and speed of response. Correspondence by letter or 
e-mail. 

 
5. Checking and despatching invoices, reminders and final demands. 

 
6. Ensure that any knowledge gained relating to matters of a confidential nature are 

not disclosed and ensure a strict policy of confidentiality regarding any 
information concerning customers’ information is always observed as any 
disclosure will be the jobholder’s own responsibility. 

 
7. Collection and appropriate recovery activities to collect Housing Benefit 

overpayments and Sundry Debts in accordance with legislation and Council 
policies / procedures. Taking responsibility for specific areas of recovery 
processes as directed. 
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8. Maintenance of accounts when dealing with debt recovery enquiries including 
reminders, final notices, court documents and other contact in respect of Housing 
Benefit overpayments and Sundry Debts. Drawing appropriate solutions from the 
range available as specified in the appropriate procedures and recovery strategy 
documents to resolve any issues whilst maintaining service aims to maximise 
collection rates 

 
9. Preparation and despatch of County Court Judgments, Attachment of Earnings 

Orders and other such legal action as appropriate. Negotiating and agreeing 
acceptable payment arrangements based on individual circumstances as 
presented.   Attendance at court when required. 

 
10. Undertake appropriate action in connection with applying for and maintaining 

Direct Earnings Attachments.  This will include any associated legal action 
preparation which may be required for non-compliance by the debtor or their 
employer where there is a statutory requirement. 

 
11. Undertake other recovery duties as required having due consideration to the 

debtor’s means and circumstances which may include, for example, the selection 
and referral of outstanding debts to external debt collection agencies, monitoring 
of cases held, identifying cases for write-off and the tracing of debtors using 
various sources of information. 

 
12. Peer mentoring and training on areas of recovery action such as recovery 

progression through various stages as appropriate dependant on the type of debt 
and the debtors circumstances. 

 
13. Willingness to direct basic clerical and administrative functions to available 

clerical support where appropriate. 
 

14. To consult with other services, also external organisations, Government 
Departments and other Local Authorities. 

 
15. Any other associated duties as may be assigned to the jobholder commensurate 

with the grading of the post. 
 
(It should be noted that maximum flexibility in the use of staff will be necessary at all 
times and that all members of the section will be expected to become familiar with and to 
undertake all activities of the section and assist and/or deputise for other members 
wherever necessary.) 
 
 
This is not a complete statement of all duties and responsibilities of this post.  It contains 
only the facts necessary to rate this standard job at the resultant responsibility level. 
 
 
 
 
 


