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Job Description

JOB TITLE:
Welfare Officer 

RESPONSIBLE TO:
Welfare Manager

LOCATION:
Home based in York with visits in North, East & West Yorkshire and the North East
SALARY:
£13,200 per annum + entitlement to join pension scheme after 3 months, with employer’s contribution after 6 months      

HOURS:
24 hours a week 

The charity has eight home-based Welfare Officers who visit approximately 1,300 beneficiaries living in England, Scotland, Wales and Northern Ireland.

The York Welfare Officer will start with a case-load of 300 regular beneficiaries, the majority living in York.  Additional visits are made to new applicants in the designated area as required.

JOB PURPOSE

· To provide a welfare service, through visits and phone calls to beneficiaries in the designated area (visiting boundaries may be changed from time to time in accordance with the needs of the service).

· To represent Sweet Charity in a professional manner.

· To promote the services of Sweet Charity.

MAIN DUTIES

1. To provide annual welfare and re-assessment visits, benefit checks and telephone contact to existing beneficiaries.  To maximise the beneficiary’s income by assisting with appropriate benefit claims and applications to other charities.

2. To provide emotional and practical support, both on an ongoing basis and at times of crisis e.g. bereavement, terminal illness or victim of crime.


3. To provide advice and information. To empower beneficiaries when possible and act as an advocate when not.

4. To follow up new applications with an assessment visit to complete an application form and maximise the beneficiary’s income by assisting with appropriate benefit claims and applications to other charities.

5. To provide a concise report after every visit regarding circumstances (e.g. health, family, housing) plus an indication of any presenting need and possible request for one-off grant aid.

6. To attend Area Committee meetings and support fund-raising events where practicable.

7. To attend welfare team meetings and other meetings by arrangement.  There are currently 4 welfare meetings each year, usually held in London.
8. To promote the Charity (and other Occupational Benevolent Funds) wherever the opportunity arises.

9. To make occasional presentations to raise awareness of Sweet Charity e.g. to pensioners groups, mobile wardens, social workers, employers.

10. To liaise and establish links with local organisations.


11. To build up and maintain local resource information.

12. To attend all training arranged by Central Office and other training as agreed with the Welfare Manager. 

13. To take personal responsibility for keeping up to date with benefit legislation and issues relevant to our beneficiaries.

14. To participate in arranging and attending occasional beneficiary social events/outings (currently 3 per year).

15. To help with the induction of new workers as required.

16. To contribute to the development of the Charity.

17. To carry out other duties, commensurate with the post, which the Welfare Manager deems appropriate.

SPECIAL CONDITIONS

The post is home-based, but with occasional necessity for overnight stays away from home; accommodation and an evening meal allowance are paid when this occurs.   It is essential for the applicant to be a car driver with the use of a reliable car.  A mileage allowance in line with the HMRC recommendations is payable.  Where it is more economical to travel by public transport (e.g. meetings in London) the post holder will be expected to do so and necessary expenses will be reimbursed.

A laptop computer can be supplied for reports, benefit calculations, correspondence, record keeping and email.  

Person Specification – Welfare Officer

Essential Requirements
	Essential criteria
	Method of assessment

	A minimum of 1 year’s experience as a welfare adviser, including experience of assisting clients with claims for Pension Credit, Housing and Council Tax Benefit, Carers Allowance and Attendance Allowance/Disability Living Allowance.
	A/ I / T

	Good knowledge of current welfare benefits.
	A / I / T

	Able to use a computer, with basic competence in Microsoft Word, Excel and Outlook.  Able to use the Internet to find information and keep up to date with welfare matters.
	A / I

	Ability to write clear and concise correspondence, records and reports.
	A / I / T

	 Experience of advising people who are in distress and difficulty.  
	A / I 

	Ability to represent the Charity to local agencies and groups. 
	A / I

	Ability to work independently, managing own workload and meeting deadlines. 
	A/ I

	Experience of working co-operatively as part of a team, contributing to team discussions and implementing agreed policies.
	A / I

	Able to demonstrate an up-to-date knowledge of welfare issues and developments that have implications for charities and their beneficiaries.
	A / I

	Willing to undertake appropriate training.
	A / I

	Committed to the development and implementation of an equal opportunities policy.
	A / I

	Must have a full driving licence, access to a reliable car and be willing to travel.
	A / I


A = Application form

I = Interview

T = Test
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