WELFARE RIGHTS ADVISER - JOB DESCRIPTION
Job Title: 

Welfare Rights Adviser
Responsible to:
Bureau Manager

Hours of Work:
17.5 hours per week
Salary Scale:
£24,459 pro rata
Summary of main responsibilities

To provide advice, casework and representation services to local people affected by welfare reform.
To work in partnership with other welfare rights advisers within the partnership project providing comprehensive representation services across the city.  The post-holder may be required to work at different sites across the city.
MAIN TASKS:

1. Provide benefits advice and casework.

2. Provide representation for clients by preparing and presenting cases at benefit appeal hearings.

3. Assist in developing and participating in a specialist information forum.
4. Assist with research and campaigns on issues relating to welfare reform.
5. Assist in producing, maintaining and distributing appropriate information materials.

6. Maintain case records for the purpose of continuity of casework, information retrieval, monitoring and reporting
7. 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
8. Keep such records (including the maintenance of a database) as required to enable the service to be monitored and evaluated.
9. Provide regular reports to the Bureau Manager on activities against targets
10. Undertake any other work, consistent with the purpose of the post, as directed by the Bureau Manager.

WELFARE RIGHTS ADVISER
PERSON SPECIFICATION

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

· Proven experience (paid or unpaid) in advice work and representation at benefit appeals
· In-depth current knowledge of the benefits system

· Experience of managing a complex caseload

· Ability to work under pressure, on your own initiative, but also to be part of a team
· Commitment to working to the organisation’s policies and procedures
· Ability to work in an organised manner

· Excellent organisational, communication and report writing skills

· Good IT skills – especially word-processing, and database entry

· An ability to deal with clients and other professionals in a sensitive manner 

· Commitment to the principle of a client driven service
· Commitment to the aims and principles of the CAB service
· Commitment to the organisation’s Equal Opportunities Policy

