CLACKMANNANSHIRE CITIZENS ADVICE BUREAU

WELFARE RIGHTS OFFICER

 JOB DESCRIPTION
Employer:

Board of Directors, Clackmannanshire CAB
Job Title:

Welfare Rights Officer
Main Purpose:
To assist the delivery of Welfare Rights Tribunal Representation service for the Clackmannanshire Area.
Responsibilities:
· Carry an ongoing caseload associated with this post.
· Provide representation for clients at Social Security First Tier Tribunals.

· Prepare cases for Upper Tribunals. 

· Provide a consultancy and complex case referral service to CAB staff.

· Keep comprehensive records of casework which meet audit requirements, including use of CASTLE case recording system.

· Be responsible for the recording, collation and reporting of statistical data.
· Keep all records confidential, safe and accessible for future retrieval.
· Extract and compile information for social policy and other reporting purposes.
· Carry out relevant research and/or consultation exercises.
· Responsible for delivery of training and marketing.

· Undertake any other reasonable duties as requested by the Managing Director.
Accountability

Provide written report and attend supervision sessions

Provide written report and attend annual appraisal

Attend relevant team meetings as required

Attend CAB Annual General Meeting 

Salary and benefits
Salary: £25,550 FTE
Hours: 28 to 35 Depending on Funding

Post funded by Henry Smith Charity
