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THE NATIONAL INSTITUTIONS FOR THE CHURCH OF ENGLAND 

 

MANAGING EMPLOYER: CHURCH OF ENGLAND 

PENSIONS BOARD 

 

HOUSING DEPARTMENT 

 

JOB PROFILE 
 

 

 

JOB TITLE:   Income and Revenue Officer 

 

GRADE:   Band 5  

 

LOCATION: The Church of England Pensions Board 
29 Great Smith Street  
London SW1P 3PS 

 

ACCOUNTABLE TO: Income and Revenue Manager 
 
 
KEY RELATIONSHIPS:      Internal and External Customers, wider social housing sector, 

colleagues in NCI’s key departments, wider church. 

 

BACKGROUND:  The Church of England Pensions Board is a statutory body 
which is corporate trustee and administrator of four pension 
schemes. It is also a trustee of a number of charitable funds 
for the benefit of those retired from the stipendiary ministry and 
clergy widow(er)s. These underpin supplementary income 
grants, the provision of residential and nursing homes and the 
Church’s scheme for assisting with retirement housing. In July 
2010 the Board secured private finance to ensure the long-
term continuation of the CHARM scheme.  We also entered 
into a partnering arrangement for delivery of our maintenance 
and repairs service. 

 
JOB SUMMARY: Each Income and Revenue Officer will deliver a range of generic 

duties including maximising the organisation’s income through 
effective income recovery across all tenure’s types. Delivering a 
high-quality service and building effective relationships. You 
will be responsible for supporting the preparation of the year 
end accounts and reviewing service charges across all 
relevant tenures. Keeping up-to-date with changes in housing 
legislation, best practice, policies and procedures. In addition, 
there are some specific responsibilities which will be allocated 
across the team 
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KEY DUTIES AND RESPONSIBILITIES:  

 

Generic Income and Revenue Duties 

 

• Ensuring that a polite responsive customer-focused service is provided at all times, 
and that the service is provided within agreed timescales 

 

• Delivering a high-quality service, and building effective relationships internally and 
external to the Association including residents, voluntary and statutory agencies to 
improve service delivery 

 

• Maximising the organisation’s income through effective income recovery across all 
tenure’s types including mortgage interest, leasehold, shared ownership, supported 
housing, market and CHARM rental. 

 

• Provide the open items and service charge accounts for all areas of the business 
ensuring that the monthly reports are generated within the business timelines and 
accounts are managed to maximise income and minimise debt within the guidance 
of policy and procedure. 

 

• Prepare calculations for increasing share ownership through ‘staircasing’ in Shared 
Ownership and manage the conveyance in accordance with policy and procedure. 

 
 

• Support the production of reports and statistics on the required aspects of service 
delivery for KPI’s and trend analysis and provide monthly reports. 
 

• Keep up-to-date with changes in housing legislation, best practice, policies and 
procedures to ensure that changes to policy and procedure are implemented. 
 

• Take responsibility for supporting the management of complaints ensuring that the 
relevant procedure and timescales are adhered to. 

 

• Manage the commercial let portfolio to ensure that rent and service charge income 
is received in a timely manner from our preferred partners. 
 

• Manage leasehold and ground rent accounts for the CHARM portfolio. 
 

• Refer customers who are experiencing financial hardship to the Welfare Benefits 
Advisor for assistance with applications for welfare and other benefits to ensure 
they maximise their income. 
 

• Be responsible along with other team members for ensuring continuation of service 
in the absence of other staff 

 

• Any other duties commensurate with the duties and level demanded of the current 
post holder as designated by the Manager 
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Supported Housing - Revenue 
 

• Supporting the delivery of the rent and service charge budgets and accounts in line 
with regulation and internal timescales and processes; including the independent 
auditing of accounts across CHARM and Supported Housing 
 

• Ensure coding and administrative structures on both housing and finance meet 
business needs in relation to controlling and reporting service charge activity  

 

• Manage Third Party top up accounts for past residents of the closed service at 
Manormead Nursing Home. Including at liaison with local authority funding 
departments and managers of care homes and regular review of accounts to 
ensure funding payments are correct and accounts up to date. 
 

• Ensure that changes to additional services and meal refunds etc. for tenant 
accounts are correctly reflected in SAP 
 

• Liaise with local HB departments in respect of overpayments, claims and advising 
of the annual review of rent and service charges (also deficits and credits) for each 
scheme. Liaise with Welfare Officer and SHM in respect of appeals. 
 

• Carry out annual and/or new tenant income assessments for all tenants who apply 
for financial support from the Board. Ensure that financial grants and capital grants, 
where provided, are reviewed and monitored in accordance with policy. 

 

 

Legacy Mortgage Scheme 
 

• Manage and process requests for redemptions for the legacy mortgage scheme 
within policy and procedure and document these on file for audit purposes 

 

• Check authorise and arrange payments of invoices for reimbursement of fees 
 

• Drawing up accurate calculations for part/full repayments and Improvement 
adjustments for mortgaged properties.  
 

• Ensuring that Mortgage customers are provided with up to date guidance and 
information on a regular basis, and that enquiries in respect of changes to property, 
share, or loans are responded to quickly and in line with the Mortgage Agreement. 
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PERSON SPECIFICATION: 
 

This section outlines the requirements and qualities the post-holder needs in order to fulfil 
the post.  These are divided into ‘essential’ and ‘desirable’ criteria and both are grouped 
into the categories listed below.  ‘Essential’ criteria are those that the post-holder 
absolutely must have in order to do the job, i.e. the job cannot be done without those 
qualities.  ‘Desirable’ criteria are those qualities that would be either useful, an advantage 
or preferable to have in order to do the job or those which can be trained to do, i.e. the job 
can be done without those qualities.  Anything that is not absolutely ‘essential’ falls into 
this category. 

 

Essential 
 
Education: 
• Minimum 5 GCSE’s A*-C to include Maths and English  

 
• Proven Ability Knowledge and Experience: 
 

• Experience of working in a customer focused service organisation 
• Proven organisational skills 
• Previous experience of achieving objectives and deliverables within given timescales  
• Knowledge of working to prescribed policies and procedures and ability to audit trail these 
• Excellent communications skills through telephone and face to face and also written 

communication as well as electronically via email  
• Competent in Microsoft Office and Outlook 
• Experience of working in and delivering an effective housing and tenancy management service 
 
Personal Attributes: 
• Ability to work as part of team and work flexibly to meet demands of the role 
• Ability to prioritise own workload 
• A self-starter who takes responsibility for own learning and development 
• Excellent negotiating and influencing skills  
• Ability to relate well to a variety of people and create, maintain and enhance working 

relationships. 
• Willing to learn new concepts and be flexible. 
• Ability to work calmly when under pressure 
• Ability to contribute to solving problems 
 

Desirable 

 
Knowledge/Experience: 
• Previous experience in Customer Services, Property Services or a Housing / Charity 

environment. 
• Experience in SAP or other housing/finance packages. 
 

• Minimum requirement: Intellectual capacity associated with either studies to ‘0’ level 
standard, experience of income and revenue management. 
 

 
GENERAL INFORMATION: 

 

Who we are and our values 



5 

 

We in the National Church Institutions support the mission and ministries of the Church 

locally and throughout England. We work together in our teams, with those who serve in 

Parishes, Dioceses, Schools and other ministries and with our partners at a national and 

international level.  

 

We have developed our NCI ‘people’ values which are below, and we work with these 

regardless of whether we are of Christian faith, another faith or no faith; 

 

 

Excellence: 
we take pride 
in doing a 
good job 

• Understand the needs and expectations of those we serve and support 

• Take personal responsibility for solving problems and learn from what we 
do 

• Support what works but be open to and welcome change where it’s 
needed  

• Work with others to get the best Result for those we serve and support  
Respect:  
we treat 
everyone 
with dignity 

• Value people for who they are and embrace our differences 

• Listen and learn from each other, regardless of who or what we are 

• Set clear, realistic and fair expectations 

• Recognise achievement and support each other 

Integrity: we 
are 
trustworthy 

• Do what we have said we will do 

• Take accountability for what we do 

• Be open and straightforward with ourselves and others 

• Celebrate behaviours that support our values and challenge those that 
don’t 

Our training, policies, procedures and practices are all intended to support behaviours in line with our 

values and we expect all staff to uphold these.  

 

Diversity 

 
We understand the benefits of employing individuals from a range of backgrounds, with diverse 
cultures and talents. We aim to create a workforce that: 
 

• values difference in others and respects the dignity and worth of each individual 

• reflects the diversity of the nation that the Church of England exists to serve 

• fosters a climate of creativity, tolerance and diversity that will help all staff to develop to their 
full potential.  

 
We are committed to being an equal opportunities employer and ensuring that all employees, job 
applicants, customers and other persons with whom we deal are treated fairly and are not 
subjected to discrimination. We want to ensure that we not only observe the relevant legislation 
but also do whatever is necessary to provide genuine equality of opportunity. We expect all of our 
employees to be treated and to treat others with respect. Our aim is to provide a working 
environment free from harassment, intimidation, or discrimination in any form which may affect the 
dignity of the individual. 
 

Standards of Behaviour and Conduct 

 
Staff are expected to act at all times with due consideration for others and in a manner befitting 
their position as employees of the Church and as professionals, whatever their job. 
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Health and Safety Responsibilities 

 
The NCIs take Health and Safety at work very seriously and require their staff to familiarise 
themselves with, and follow, their policy. 
 

Confidentiality 

 
Staff must not pass on to unauthorised persons, any information obtained in the course of their 
duties without the permission of their Head of Department. 

 

 
 

 

TERMS OF EMPLOYMENT: 
 
Starting Salary: Salary starts at the probationary point of £ per annum. On 

satisfactory completion of the probationary period the salary 
will rise to the standard point for the band £ per annum.   

  
Pension Contributions: Non-clergy staff will be admitted to the Church Administrators 

Pension Fund (CAPF, DC Section). Clergy already in the 
Church of England Funded Pensions Scheme (CEFPS) will 
have the option of either remaining in this scheme or joining 
the CAPF scheme. 

There is no contracting – out certificate under the Pension 
Schemes Act 1993 in force for this employment in relation to 
the CAPF and CEFPS. Both CAPF and CEFPS members are 
contracted-in to the State Second Pension. 

 

Hours of Duty: Normal hours of work are 35 per week, Monday to Friday with 
an hour’s unpaid break for lunch. 

  
Annual Leave: 25 days paid leave per leave year. This is exclusive of public 

holidays and additional holidays approved by your employer.  
 
Season Ticket Loan: Staff are eligible to apply for an interest-free travel season 

ticket loan for their journey to and from work. 
 
Contract: The post is permanent, subject to a six-month probationary 

period. 
 

 

 


