
 
PERSON SPECIFICATION 

ACCOUNTS RECEIVABLE RECOVERY OFFICER 
 

 ESSENTIAL DESIRABLE 

Education and Key 
Knowledge 

Minimum of 5 GCSE passes 
(or equivalent) at Grade C 
or above. Including Maths  
 
Good numeracy skills, in 
particular with financial data 
and systems.  
 
Good standard of written 
communication.  
 
Competent in the use of 
keyboards and computer 
systems to include Microsoft 
Office, e.g. Word, Excel etc 

Other qualifications (e.g. 
IRRV, BTEC)  
 
Knowledge of law relating to 
overpaid Housing Benefit 
and civil procedures for 
Sundry Debts 
  
Awareness of confidentiality 
with regard to personal 
information with particular 
reference to the Data 
Protection Act. 
  
Enforcement Agent (Bailiff) 
Certificate and associated 
experience in the service of 
legal documents, including 
summonses, legal notices, 
injunctions etc. 

Relevant Skills and 
Experience 

Experience in dealing with 
the public, by telephone or 
in person 
 
Good communication 
abilities both written and 
verbal.  
 
Able to assimilate legislation 
and implement it. 
  
Able to work under pressure 
whilst maintaining a high 
level of accuracy and 
thoroughness. 
  
Competent in the use of 
keyboards and computer 
systems. 
  
Good numeracy skills, in 
particular with financial data 
and systems. 

Experience in a financial or 
collection / debt recovery 
environment. 
  
Awareness of need for 
confidentiality with regard to 
personal information with 
particular reference to the 
Data Protection Act. 
  
Experience of administration 
and collection of debts. 
  
Experience of using a range 
of computer software, 
particularly financial and 
windows based systems. 
  
Able to focus on and work 
towards any targets set (e.g. 
percentage of debt 
collected). 
  
Understanding of the general 
principals of debt recovery. 
 
 
 
 



 

 
Key Competencies 
 

  

Work collaboratively 
The ability to work 
collaboratively, both in 
teams and with 
partners, both inside 
and outside the 
organisation, to 
achieve common 
goals and to improve 
the quality of service. 
 

 
 
Is an effective team player 
Develops networks and 
works collaboratively. 
 

 
 
Builds an effective Team 

Customer Focus Improves customer 
services. 
  
Understands and meets the 
needs of customers.  
 
Takes ownership of 
customer issues and 
ensures that they are 
resolved.  
 

Develops the customer 
focused organisation. 
 

Communication   



The ability to use 
interpersonal skills to 
communicate clearly 
and concisely, 
including the ability to 
recognise and 
understand the 
feelings and concerns 
of others. 
 

Communicates effectively, 
uses tact and diplomacy and 
sensitivity when dealing with 
customers. Has the ability to 
deal with all types of 
customer, including 
aggressive or vulnerable 
customers.  
 
Keeps others informed.  
 

Planning and 
Organising  
The ability to plan, 
prioritise and organise 
work activities, 
including ensuring the 
adequate allocation of 
resources. 
 

 
 
Ability to work under 
pressure to meet deadlines 
and performance targets 
and maintain high levels of 
accuracy 

 
 
Manages and develops own 
capability.  
 
Develops the customer 
focused organisation  
 
Anticipates potential 
difficulties in managing 
workload and identifies 
solutions. 
 
 
 
 
 

Personal 
Effectiveness and 
Development 
The ability to take 
responsibility for your 
own actions and 
behaviour towards 
maximising your 
effectiveness, 
including being aware 
of the impact of your 
behaviour upon 
others, with a 
commitment to 
continuous self-
development. 
 

 
 
 
Strives for achievement 
taking responsibility for 
improving results.  
 
Understands the impact of 
own behaviour upon others 
and responds accordingly.  
 
 

 
 
 
Manages and develops own 
capability.  
 
 

Analytical Thinking 
and Decision Making 
The ability to identify 
problems, to analyse 
information, explore 
and establish key 
issues, relationships 
and patterns within 
data, and to use 

 
 
Takes decisions. 
 
Identifies analyses and 
establishes patterns in data. 
 
 

 
 
Manages information. 
 
Assesses and manages risk. 



judgement in reaching 
informed decisions. 
 

Special 
Requirements 
 

Flexibility in terms of duties 
undertaken and hours 
worked. 

Available and willing to work 
outside of office hours if 
necessary. 
 
Experience of or willingness 
to visit customers if required. 

Equality Acceptance of and 
commitment to the 
principles underlying the 
Council’s Equal 
Opportunities Policy. 
 

 

 

 
 
 
 
 

 
 


