MUSSELBURGH AND DISTRICT CITIZENS ADVICE BUREAU

JOB DESCRIPTION

Job Title: 

Welfare Benefits Representation Officer
Responsible to:

Bureau Manager

Hours of Work:

35 hours per week
Salary Scale:

£23,232



Fixed Term March 2018



Summary of main responsibilities

To ensure the provision and development of a quality advice, information and representation service to people affected by welfare reform in relation to benefits enquiries and other related issues.  The Benefits Representation Officer (BRO) will carry out face to face sessions with clients and undertake casework including reconsiderations and appeals to the Benefits Tribunal Service.   Additionally the post involves supporting, mentoring and coaching generalist advisers to effectively and competently assist clients with benefit enquiries.

MAIN TASKS:

1. Casework – at review, reconsideration and appeal level (occasionally at claim level if a home visit is necessary).

2. Provide representation for clients at Benefit Tribunals.

3. Provide a consultancy and complex case referral service to CAB advisers.

4. Deliver a benefits outreach service.

5. Provide adviser, on-going and specialist training to CAB staff.
6. To undertake case checking and quality assurance of benefits advice and casework.

7. To monitor specific issues arising from the introduction of Universal Credit and to report to the Scottish Legal Aid Board on a quarterly basis.
8. Establish and support an in-house volunteer Welfare Benefits team to support the development needs of volunteer advisers to keep apace with the reforms as the changes in advice and information develops 

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

10. Line manage the SLAB Benefits Assistant, providing guidance and support with procedures and reports.
11. Undertake any other work, consistent with the purpose of the post, as directed by the Manager.
It is unlikely but not impossible that this post will involve unsocial working hours.  In the event of this time off in lieu will be given.

BENEFITS REPRESENTATION OFFICER

PERSON SPECIFICATION

We are looking for someone who can demonstrate the following:

· Considerable experience (paid or unpaid) in advice work or related field

· In-depth current knowledge of the benefits system, particularly that relating to disability benefits

· Experience of carrying and managing a complex caseload

· Ability to work under pressure, on your own initiative, but also to be part of a team

· Ability to work in a systematic manner

· Excellent organisational, communication and report writing skills

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

· Good working knowledge of the local statutory and voluntary agencies 

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

· Commitment to the principle of a client driven, volunteer led service

· Commitment to the aims of Musselburgh and District CAB

· Commitment to CAB Equal Opportunities Policy
