WELFARE RIGHTS ADVISER - JOB DESCRIPTION
Job Title: 

Welfare Rights Adviser
Responsible to:
Bureau Manager

Hours of Work:
35 hours per week 
Salary:

£23,150.44
Summary of main responsibilities

To provide advice and casework services to local people affected by welfare reform and the implementation of Universal Credit.
To work in partnership with other welfare rights advisers within the locality providing comprehensive representation services across the North West.  The post-holder will be required to work at different sites across North West Glasgow.

MAIN TASKS:

1. Provide benefit advice and casework.

2. Assist in developing and participating in a specialist information forum.

3. Assist with research and campaigns on issues relating to welfare reform.

4. Assist in producing, maintaining and distributing appropriate information materials.

5. Maintain case records for the purpose of continuity of casework, information retrieval, monitoring and reporting
6. Identify cases where clients need further assistance following benefit appeal (eg further benefit check, appeal to the Upper Tribunal, Judicial Review or court representation for rent arrears) and to make appropriate internal and external referrals for follow-on services

7. Keep such records (including the maintenance of a database) as required to enable the service to be monitored and evaluated.

8. Provide regular reports to the Bureau Manager on activities against targets

9. Undertake any other work, consistent with the purpose of the post, as directed by the Bureau Manager.

10. To share evening and weekend operational hours on a rotational basis with other paid staff. 
11. Ensure accurate information and advice is given, by monitoring client records through case checking

WELFARE RIGHTS ADVISER
PERSON SPECIFICATION

We are looking for someone who can demonstrate the following essential attributes:

	
	ESSENTIAL
	DESIRABLE

	Experience


	· Proven experience (paid or unpaid) in advice work.

· Experience in giving advice on a range of subjects to members of the public covering Money, Housing, Social Security, Employment and Legal advice. 
· In-depth current knowledge of the benefits system
· A working knowledge of the procedures of the citizens advice service

· Must be able to accurately calculate social security entitlement through QBC/Lisson Grove or some other reputable software.
	· Writing formal letters and preparing reports, plans and proposals

· Certificate of Money advice Service  Quality framework(GGDA) to minimum of Advice level or equivalent  

	Skills and attributes
	· Ability to communicate and establish good relationships with a range of people

· Ability to work without close supervision, prioritise own work and meet deadlines

· Ability to deal with difficult situations in a calm, effective non-confrontational manner

· Ability to communicate effectively, both orally and in writing

· Ability to network with other groups within the community

· Ability to gather and accurately record statistics

· Excellent organisational skills 

· Ability to work under pressure 
	· Ability to work as part of a team and on own initiative

· Understanding of the needs of people who may be vulnerable, distressed or under stress

· Ability to produce statistical and written reports to funders 

· Ability to look at the development of services and implement improvements with minimal input



	Knowledge
	· An understanding of Castle case recording systems and procedures 

· An understanding of the needs of the funders relating to clients, client profiles, recording of cases and financial gain.
	· Knowledge of local voluntary organisations



	Values and attitudes
	· An understanding and commitment to the aims and principles of the CAB service and to the policies and procedures of the Bureau.
	· An understanding of the need for partnership working and a proactive approach to same.

	Other
	· A willingness to identify and undertake relevant training

· Ability to work flexibly and to travel to a variety of locations within the area 
	· Valid driving licence as some travelling within the bureau operating area is required


