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          Falkirk Citizens Advice Bureau              Scottish Charity Number SC006183

FALKIRK CITIZENS ADVICE BUREAU
WELFARE BENEFITS OFFICER (35 HOURS FIXED TERM)
Name of Employer:
Falkirk Citizens Advice Bureau 
Job Title:   

Welfare Benefits Officer 
Responsible to: 
Service Manager

Responsible for:
Promoting Income Maximisation through Benefit Take Up, Completion of Benefit forms and Challenging benefit decisions.
Purpose of Post:

· To provide clients with advice on all aspects of welfare benefits, assist with completing associated forms and take on casework up to and including representation at Benefit Appeal Tribunals
· To increase income of older, vulnerable and low income people in the Falkirk Council area by the Income Maximisation Service and 
· As part of a multi-skilled team, contribute to the provision of a quality advice service to clients and benefit training to staff and volunteers
General Responsibilities:
· To provide information and advice on all aspects of Welfare Benefits.
· To provide assistance with the completion of welfare benefits forms and take on benefit casework up to and including representation at Benefit Appeal Tribunals.
· To provide advice at outreach venues and home visits, when covid restrictions allow.

· To liaise and negotiate with other agencies with regards to benefit enquiries on general or individual cases.

· To work co-operatively with Welfare Benefits Advisers in other CABx and other agencies, within the local authority area, in the production of reports and strategies to improve the provision of welfare benefits.
· To monitor changes in Welfare Benefits Legislation and attend internal and external training courses as appropriate.
· Provide support for volunteers and staff, particularly in relation to complex and/or unusual client benefit enquiries, by being available for consultation during advice sessions.
· To ensure that cases are progressed, recorded and filed appropriately.
· To maintain close links with the Bureau Money Advice Unit and refer cases on as appropriate.
· To prepare written submissions as required by clients and encourage volunteer advisers to do the same.
· Assist the Management team in meeting the training needs of volunteer advisers.
· To deliver income maximisation and benefits training
· Ensure that financial gains are recorded appropriately.
· Ensure that Social Policy Feedback is provided to Citizens Advice Scotland as appropriate.
· To develop promotional materials for potential users of the service.
· To give talks/presentations to outside agencies/groups.
· To provide housebound clients with home-visits if necessary.
· To attend meetings and training identified by Management team.
· To assist Management team in identifying funding to continue this service.
· To prioritise own workload within the needs of the service and to take the initiative in identifying areas of work to be pursued.
· To work within the aims and the values of the CAB service.
· To abide by health and safety guidelines and share responsibility for own safety and that of colleagues and clients.
· To undertake such duties from time to time that may fall outside of the above. For example, out of hours engagements such as delivering a talk to local groups.
The above job description is not exhaustive and is clarified to include broad duties inherent in the post as reasonable requested by the bureau management team.
Training

· Assist the Advice Service Co-ordinator in meeting the training needs of volunteer advisers.
· To attend meetings and training identified by Management team.
· Monitor changes in Welfare Benefits Legislation and attend internal and external training courses as appropriate.
· Ensure all personal training/development is kept up to date to meet requirements of job - Complete CPD training – 20 hours annually
Advice Work

· Conduct advice giving interviews with clients at the bureau, and at outreach venues and client’s homes when covid restrictions allow. 

· Progress casework to completion – undertake research of case issues when required

· Provide support and supervision for the voluntary staff and be available for specialist advisers requiring assistance

Administration

· Ensure all cases are recorded fully and accurately, including client financial gains in CASTLE in accordance with bureau procedures and Quality Assurance/National Standards

· Assist in the production of briefing materials, social policy reports and information leaflets

· Undertake other administrative tasks when delegated by the Management team.
· To work within the aims and the values of the CAB service.
· To abide by health and safety guidelines and share responsibility for own safety and that of colleagues and clients.
Quality Assurance
· To work with management team and other staff to assist in the development of Quality Assurance within the Bureau and comply with Quality Assurance /National Standards policies

· Carry out case checking to Quality Assurance/National Standards.

Other
· To work within the aims and the values of the CAB service.
· To abide by health and safety guidelines and share responsibility for own safety and that of colleagues and clients.
· To undertake duties from time to time that may fall outside of the above. For example, out of hours engagements such as delivering a talk to local groups
· To carry out any other reasonable task as requested by the management team or Board of Directors

WELFARE BENEFITS OFFICER

PERSON SPECIFICATION 

	WELFARE BENEFITS OFFICER
	COMPETENCIES 

	QUALIFICATIONS
	· Computer literate E
· Numerate E
· Willing to undertake appropriate training E
· Completion of CAB adviser training E

	EXPERIENCE
	· Considerable experience (paid or unpaid) in advice work or related fields E
· A sound working knowledge of social security benefits and entitlement, including Universal Credit E
· Experience of working with people with multiple and complex needs E
· Experience of carrying and managing a complex caseload D
· Good working knowledge of the statutory and voluntary agencies in the area D
· Experience of representing at Benefit Tribunal D
· Understanding of community care issues D


	SKILLS AND ATTRIBUTES
	· Ability to work without supervision, prioritise workload and meet deadlines E
· Excellent written and oral communication skills E
· Positive interaction with paid and unpaid staff E
· Accurate record keeping E
· Front line face to face and telephone skills E
· Team and 1:1 training skills D 


	VALUES AND ATTITUDES
	· Commitment to team working E
· An understanding and commitment to the aims, principals and policies of the CAB service E


	KNOWLEDGE
	· Working within the advice sector E
· Advice quality and audit processes D
· Case management systems D


	OTHER
	· A commitment to a client-driven, volunteer-led service and a ‘can do’ attitude E
· Ability to work professionally and sensitively with all clients, volunteers, staff and key stakeholders E
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