UNIT 1
	Title
	Work effectively in the administration of Local Taxation

	Level
	3

	Credit Value
	3

	Learning Outcomes – the learner will
	Assessment Criteria – the learner can

	1 
Issue and validate occupancy forms 
	1.1
Issue relevant forms to taxpayers as required, in accordance with local operating procedures

1.2
Analyse and evaluate information for accuracy and completeness

1.3
Confirm that all forms and documents received are accurate and complete, and follow up any missing information where appropriate

	2
Exchange information with other departments and external agencies
	2.1
Liaise with other staff, departments, offices or agencies to obtain information required

2.2
Provide accurate information to other staff, departments, offices or agencies

	3
Use record-keeping systems for recording and retrieving data
	3.1
Locate and retrieve information in the organisation’s record-keeping systems as required to fulfil their role

3.2
Store files and documentation in accordance with organisational procedures and requirements

3.3    Process all information in accordance with the provisions of the relevant data protection legislation

	4
Understand fraud implications
	4.1
Explain how fraud could take place within the local taxation and benefit schemes

4.2
Report suspicions of fraud to the relevant person

4.3
Explain the effect fraud can have on your organisation

	5
Apply customer service principles
	5.1
Identify and use opportunities to make the service provided personal

5.2
Make extra efforts to exceed customers expectations

	Additional information about the unit

	Unit purpose and aim(s)
	For the learner to demonstrate they are able to work effectively in the administration of local revenues.

	Unit expiry date
	

	Details of the relationship between the unit and relevant national occupational standards or other professional standards or curricula (if appropriate)
	Direct relationship based on NOS for the Administration of Local Revenues and Benefits LB-1

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	The candidate will be assessed by time constrained conditions or work based evidence.  Time constrained conditions will be stipulated by the awarding organisation.  Work based evidence must follow the guidance and assessment requirements stipulated by the awarding organisation.

	Support for the unit from a sector skills council or other appropriate body (if required)
	

	Location of the unit within the subject/sector classification system
	

	Name of the organisation submitting the unit
	Institute of Revenues, Rating and Valuation

	Availability for use 
	

	Unit available from
	

	Unit guided learning hours
	15


