

	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Corporate Services
	SERVICE GROUP: Revenues, Benefits and Payroll

	POST TITLE:  Casual Corporate Fraud Support Officer
	REPORTS TO: 

Corporate Fraud Business Officer

	GRADE: Band 2
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of short listing. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post

	To assist in providing a comprehensive and effective Corporate Fraud function dealing with over 500 fraud investigations, 200 sanctions and prosecutions, both civil and criminal. 



	Main Responsibilities of Post: 

	1. To carry out the administration associated with opening and closing fraud investigations, the gathering and collating of evidence, preparation of case files for criminal and civil prosecutions and the support required for the timely delivery of sanctions
2. To be responsible for the gathering of appropriate evidence and intelligence to support both criminal and non criminal investigations, carried out by DWP Officers, in relation to Housing Benefit.
3. To refer allegations of fraud / irregularity to the appropriate level of investigation and to gather initial evidence and prepare case files for prosecution / sanction in accordance with relevant legislation, policy and procedure

4.  To ensure that all corporate fraud administration activities are carried out in accordance with relevant, legislation, Council and Government Policy, Quality and Performance standards as prescribed by the Service and /or the Council.

5. Ensure effective liaison and dialogue with Members of the public, Revenues & Benefits colleagues, other Council Departments and Services including Schools, Other Councils, Government Departments – West Yorkshire Trading Standards, HMRC, DWP,  PCDS, Employers, Solicitors, Police, Her Majesties Courts and Tribunal Service 

6. To have access to confidential information from a variety of sources and expected to deal with sensitive and confidential matters on a regular basis.
7. Identify and suggest improvements to processes and procedures and assist in the review and design of relevant documents, letters and processes as required.

8.  To carry out other duties, as required, which are reasonable in terms of the nature and level of the post.



	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Knows and understands how to use, interpret, handle and communicate, often complex and detailed information, and relay it to service users/stakeholders in writing and/or over the telephone / face to face.
	x

	Ability to question/challenge to gather information to support fraud investigations.
	x

	Able to demonstrate a high level of numeracy, literacy and accuracy across a range of activities
	x

	Able to cope with difficult and stressful situations and diffuse potentially confrontational situations.
	

	Able to use sensitivity and discretion when dealing with issues of a confidential nature.
	x

	Uses a range of complex IT packages 
	

	Relevant experience requirement: Will be used for short listing

	5 GCSE’s (including Maths and English) or equivalent 

OR
At least 12 months experience of working in a fraud environment

	Relevant professional qualifications requirement: Will be used for short listing

	5 GCSE’s (including Maths and English) or equivalent 

OR
At least 12 months experience of working in a fraud environment

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 
 

	 Must be able to work as determined by contracted hours, work location and the needs of the service.

Must be able to work flexibly and offsite, in other work locations, as business dictates.
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions

	Special Conditions: 

	A Disclosure check will be carried out as part of the recruitment process
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HS
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	Post Grade: Band 2
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