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Standards

This SVQ is based on standards developed by Accountancy Occupational Standards Group. Accountancy Occupational Standards Group draws its membership from those individuals working in Accountancy and related occupations.
Structure of the SVQ

The way the SVQ is made up is shown below. The unit title appears in bold and the elements that make up each unit are listed under the unit title. 

Mandatory units

Candidates must complete all of these units: 

Establish and Monitor Individual Liabilities and Reliefs 

1
Collect and verify new occupier information

2
Maintain taxpayer records

3
Exchange information with the benefits system

4
Calculate and verify tax and rate reductions

5
Process appeals against Authority decisions

Implement Billing and Collection Procedures 

1
Identify billing address and issue bill

2
Establish payment method and installments

3
Negotiate and monitor payment arrangements and issue follow-up notices

Identify and Recover Sums Overdue 

1
Effect procedures for issuing summary warrants

2
Effect further recovery procedures

Optional units

Candidates must also complete 5 of the following units, in addition to the mandatory units: 

Organise, Deliver and Maintain Reliable Customer Service 

1
Plan and organise the delivery of reliable customer service

2
Review and maintain customer service delivery

3 Use recording systems to maintain reliable customer service

Improve the Customer Relationship 

1
Improve communications with your customers

2
Balance the needs of your customer and your organisation

3
Exceed customer expectations to develop the relationship

Work with Others to Improve Customer Service 

1
Work with others to follow plans for improving customer service

2
Monitor your own performance against plans to improve customer service

3
Monitor joint performance against plans to improve customer service

Monitor and Solve Customer Service Problems 

1
Solve immediate customer service problems

2
Identify repeated customer service problems and options for solving them

3
Take action to avoid the repetition of customer service problems

Order, Store and Distribute Supplies 

1
Order the supplies required

2
Store supplies safely and securely

3
Distribute supplies to users

Contribute to the Maintenance of a Healthy, Safe and Productive Working Environment 

1
Monitor and maintain a safe, healthy and secure working environment

2
Monitor and maintain an effective and efficient working environment

Achieving Personal Effectiveness 

1
Plan and organise your own work

2
Maintain good working relationships

3
Improve your own performance

There may be publications available to support this SVQ. For more information, please contact 
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