MUSSELBURGH AND DISTRICT CITIZENS ADVICE BUREAU

JOB DESCRIPTION

Job Title: 

Welfare Benefits Assistant 

Responsible to:
Welfare Benefits Representation Officer
Hours of Work:
21 hours per week
Salary Scale:

£16,062 (pro rata)
We are looking for an exceptional candidate to work as part of the Benefits Team at Musselburgh Citizens Advice.  The role involves supporting the work of the Benefits Officer by sorting and filing all incoming mail, liaising with key agencies such as HMCTS, DWP and Job Centre, dealing with all client and third party enquiries and updating the project spreadsheet and database.  The ideal candidate will be organised, have excellent communication skills, be able to prioritise work and act on initiative if required.
Summary of main responsibilities:
· Maintain accurate records for benefit applications and decisions
· Process client case records, manage all client correspondence and ensure continuity and confidentiality

· Manage communication with DWP and HM Courts and Tribunal Service
· Provide a full administrative service for the Benefits Representation Officer (BRO)
· Develop and monitor the systems and procedures for the bureau benefits service

· Ensure all paperwork is completed on time
· Undertake research work for the BRO and/or other staff as requested

· Undertake any other reasonable duties as requested by the Bureau Manager 
ADMINISTRATION ASSISTANT

PERSON SPECIFICATION
We are looking for someone who can demonstrate the following:

· Good standard of general education

· Experience of administrative work

· Use of relevant software including word processing, spread sheet and database

· Good IT skills 

· Able to communicate ideas in writing and orally

· Attentive to accuracy

· Ability to use initiative

· Ability to research client records and documents

· Knowledge of current benefits system

· Commitment to team working 

· Commitment to equal opportunities 

· Ability to work sensitively with vulnerable clients

