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	Job Title:
	Corporate Fraud Intelligence Officer

	
	Service Area:
	People & Governance

	
	Team:
	Internal Audit & Corporate Fraud Services

	
	Salary:
	Band 5 (SCP 21 to 23)
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Dear Applicant

Thank you for your interest in the above post.  Please find enclosed in this application pack the following documents:

· Job Description

· Person Specification

· Structure Chart

· Service Overview

Application Form:

The application form plays a key part in our selection process. We use the information you provide to shortlist for interview. 

You are urged to ensure that all the information contained in your application is relevant and that you demonstrate how you meet the criteria on the person specification. Please use the person specification for guidance when filling in the application form.

References: If successful at interview, Ipswich Borough Council will seek to obtain two employment references. Wherever possible the name of your first referee must be from current employment/education and the second from either current or former employment/education. If you cannot provide an “employment” reference please contact the HR Team at Ipswich Borough Council for further assistance.
If you have any recruitment queries, please do not hesitate to contact us on 01473 433402.  Please leave your name, number and brief details of your question and a member of the recruitment team will call you back.
Job Description N28


Main Purpose of Job:

To provide a wide range of intelligence and investigative support to the Corporate Fraud Service, including establishing, managing and maintaining efficient and effective intelligence systems.
Key Responsibilities:
1. To collate and validate intelligence and evaluate the reliability of sources and credibility of information.
2. To analyse data using data matching and a variety of desktop tools as well as various internet and database checks to assist with the profiling and support provided to Investigation Officers to determine the direction of an investigation.
3. To act as Single Point of Contact (SPOC) for Corporate Fraud Services for the receipt and dissemination of intelligence.

4. Using intelligence to support the achievement of the Corporate Fraud team’s objectives, ensuring all intelligence is used ethically and in line with the relevant legislation and the organisation’s policies and codes of practice.
5. To undertake background enquires and analysis for each fraud referral received.

6. To act as an authorised officer for Prevention of Social Housing Fraud Act (Poshfa) and Council Tax Reduction Scheme (Fraud and Enforcement) enquiries.

7. To deal with the receipt, filtering and compilation of statistical returns in respect of externally undertaken data-matching exercises (including the National Fraud Initiative).

8. To assist in the compilation and analysis of statistics required by the Audit Manager. 

9. To assist the Audit Manager in undertaking counter-fraud publicity drives and ongoing publicity exercises. 

10. To provide clerical and administrative support to the Corporate Fraud Service.
11. Controlling the Corporate Fraud Service case investigation filing system, interview under caution library and evidence retention systems in line with legislative / criminal law requirements. 

12. Assisting in the administration of formal cautions and administrative penalties. 

13. Operating the Corporate Fraud Unit’s “Fraud Hotline” to record reports from members of the public suspected fraud and dealing with receipt of written reports of suspected fraud.

14. To respond to individual’ queries, by both telephone and in person, often when the office is unattended by other staff, using initiative in dealing with the matters arising. 

15. To undertake any other duties applicable to the nature of, and related to, the grading of the post. 


Line Manager:  Senior Corporate Investigation Officer


Political Restriction: This post is politically restricted under the Local Government and Housing Act 1989 and postholders are prohibited from seeking public election, holding political office, writing or speaking publicly on matters of political controversy.


Personal Specification  N28
	
	Essential
	Desirable

	Knowledge and Experience
	· Procedural knowledge of Housing, Council Tax and other state welfare benefits, which is acknowledged as a “specialist area”.
· Practical and procedural knowledge of Counter Fraud and verification measures. 
· Practical and procedural knowledge of Data Protection regulations.
· Practical and procedural knowledge of fraud indicators. 

· Knowledge and experience of researching and exploring information sources and collection information and data.
	Practical and procedural knowledge of the:
· Appeals system.
· Criminal justice system.
· Criminal investigation system and techniques. 

· Department for Work and Pensions Performance indicators and best practice guidance. 

· Data matching systems and exercises. 

· Rules / admissibility of evidence. 

· Sources of information / intelligence. 

· Key aspects of the Authority’s Benefits Processing Computer System. 

	Skills and Abilities:

	· Able to maintain high levels of sustained concentration. 
· Advanced problem solving, analytical and decision making skills with the ability to make informed recommendations based upon available intelligence and information.

· Ability to analyse and interpret large quantities of data to detect potential causes of fraud.
· Ability to undertake work in a methodical and logical manner.
· High levels of accuracy and attention to detail.

· Ability to work in a pressurised environment to tight deadlines and time scales. 

· Ability to understand and interpret complex procedures and legislative / best value and best practice guidance. 

· Ability to maintain strict confidentiality in all situations. 

· Excellent inter-personal skills with the ability to deal with difficult or aggressive individuals. 

· The ability and self-motivation to achieve performance targets and deadlines. 

· Time management skills – able to prioritise and cope with fluctuating workloads.

· Able to work both as an individual officer and within the context of a larger team.

· Willing and able to cope with changes of tasks as priorities change. 
	

	Education and Training
	· 1 A Level or 5 GCSES’s or an NVQ Level 3 or 2 years qualitative experience

· Educated to A-Level as a minimum.
· Good Microsoft skills.
· Experience of dealing with often aggressive, customers, both on the telephone and face to face.
· Understanding and awareness of the National Intelligence Model and it’s application.
	· Experience of support work within an enforcement / investigation office.
· Experience of publicity work.
· Ability to use data sampling techniques.
· Ability to write procedural / statistical reports

	Other Requirements
	· Knowledge of Council  services

· Promote a positive communication across the organisation, encourage constructive relationships and develop staff feedback methods.

· Current driving licence. 

· Requirement to work across the partnership on occasion.
· Necessary to work within data protection and confidentiality requirements. 
	· Knowledge of council procedures
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