TAMESIDE MBC

STRONGER COMMUNITIES

JOB DESCRIPTION 
SERVICE:
 
Cultural and Customer Services
JOB DESIGNATION:
Welfare Benefits and Debt Advice Supervisor
RESPONSIBLE TO:
   Team Manager Welfare Rights and Debt Advice  
GRADE: 
H
Post objectives:

To manage and supervise a team of Welfare Rights Officers and Debt Advisers
to provide high quality specialist advice and excellent customer service.
To ensure that casework is delivered to a high standard using methods of

supervision, file review and peer review and provide technical support when needed.
To manage a small welfare benefits caseload and represent at benefit appeal 

tribunals when required. 

Main duties and responsibilities: 

1. To be responsible for the management, direction and organisation of the work of the welfare benefits and debt advice team with a focus on reducing poverty and preventing homelessness.
2. Take responsibility for the day to day supervision of advisers including monthly one-to-ones, annual development reviews and provide technical support when needed.
3. Ensure casework is delivered to a high standard using specialist quality mark standards as a benchmark. 

4. Undertake specialist welfare benefits advice casework including representation at social security appeals at first tier and upper tribunal, to a degree consistent with the undertaking of the other responsibilities of the post. 
5. Provide assistance with court forms to clients with imminent repossession and eviction proceedings in respect of rent and mortgage arrears if there are no debt advisers available. 
6. Organise rotas for telephone advice, triage, drop-in and appointments.
7. Undertake regular case file reviews, using peer review processes where necessary and ensure corrective action is taken.
8. Represent the welfare rights and debt advice service at meetings or events and publicise the work of the service to a wide audience.   

9. Advise, support and guide advisers on welfare benefits, tax credits and debt issues.     

10. Monitor workflow into the service to ensure cases are dealt with in line with service timescales and that urgent cases are prioritised.

11. Produce reports when needed concerning the work and the development of the service.

12. Assist with the production of written material on debt or benefits issues to staff and residents through a range of media channels. 

13. Maintain and keep up to date with social security legislation, tax credits legislation, housing benefit and council tax legislation.
14. Liaise and negotiate with benefit providing agencies in order to affect positive outcomes for clients.

15. Maintain an up to date knowledge of the practices of agencies administering benefits.

16. Co-ordinate/deliver training and other briefings around welfare benefits and debt awareness to voluntary groups, council staff and partners. 
17. Adhere to equality and diversity in the delivery of the service.
18. To converse at ease with customers and provide advice in accurate spoken English.
19. To carry out any duties that corresponds reasonably to the general character of the post and is commensurate with its level of responsibility.

PERSON SPECIFICATION

JOB TITLE:
WELFARE BENEFITS AND DEBT ADVICE SUPERVISOR


DIVISION/SECTION:

WELFARE RIGHTS SERVICE

LOCATION


TAMESIDE ONE, ASHTON UNDER LYNE

Key  



Method of Evaluation


E = Essential


A = Application

D = Desirable


I = Interview

A = Added Value

D = Documentation





T = Test


	
	
	
	Key
	Method of Evaluation

	A
	
	EDUCATIONAL REQUIREMENTS
	
	

	
	1
	GCSE or equivalent in at least five subjects to include Maths and English
	E
	A/D

	
	2
	Management qualification
	D
	A/D

	B
	
	EXPERIENCE
	
	

	
	1
	Experience of providing supervision and support to staff, preferably within an advice setting 
	E
	A/I

	
	2
	Considerable experience of working directly with the public, vulnerable adults and their advocates
	E
	A/I

	
	3
	Substantial recent experience of delivering specialist level welfare rights casework including representation at first tier and upper tribunals
	E
	A/I/T

	
	4
	Experience of providing advice on debt issues including rent and mortgage possessions
	D
	A/I

	
	5
	Experience of representing clients at County Court for rent or mortgage possessions to prevent homelessness
	D
	A/I

	
	6
	Experience of delivering training and talks
	E
	A/I

	
	7
	Experience in using IT systems.
	E
	A/I

	
	8
	Experience of working to a Specialist Quality Mark Standard or equivalent
	E
	A/I

	
	9
	Experience of using a case recording case management system or other database
	E
	A/I

	C
	
	KNOWLEDGE
	
	

	
	1
	In-depth working knowledge of social security legislation, tax credits legislation, housing benefit and council tax legislation
	E
	A/I/T

	
	2
	Knowledge of the legislation relevant to rent and mortgage possessions in order to prevent homelessness.
	D
	A/I

	
	3
	Knowledge of insolvency and debt advice law and practice.
	D
	A/I

	
	4
	In-depth working knowledge of the social security appeals procedure
	E
	A/I

	
	5
	Knowledge of homelessness issues 
	D
	A/I

	
	6
	Knowledge of equal opportunities
	E
	A/I

	
	7
	Understanding the needs of customers
	E
	A/I

	D
	
	SKILLS
	
	

	
	1
	Skills in report writing
	E
	A/I

	
	2
	Excellent organisational skills
	E
	A/I

	
	3
	Good administrative skills
	E
	A/I

	
	4
	Excellent verbal and written communication skills
	E
	A/I

	
	5
	Ability to use IT in the provision of advice, casework and the preparation of reports and submissions
	E
	A/I

	
	6
	Ability to deliver effective training courses  and talks
	E
	A/I

	
	7
	Ability to communicate effectively with a wide range of people and agencies
	E
	A/I

	
	8
	Ability to prioritise own work, meet deadlines and manage a caseload including a willingness to follow and develop agreed quality assurance procedures
	E
	A/I

	
	9
	Ability to implement relevant procedures and processes
	E
	A/I

	
	10
	Excellent negotiation and representation skills
	E
	A/I

	
	11
	Ability to supervise staff within an advice service setting
	E
	A/I

	
	12
	Ability to understand the needs of vulnerable customers
	E
	A/I

	
	13
	Ability to lead and work as part of a joint advice team
	E
	A/I

	
	
	KEY APTITUDES AND PERSONAL QUALITIES
	
	

	
	1
	A commitment to the priorities of the Council
	E
	A/I

	
	2
	Tact, diplomacy and ability to elicit sensitive information from customers
	E
	A/I

	
	3
	Ability to work on own initiative 
	E
	A/I

	
	4
	Ability to build relationships with people within and outside the organisation
	E
	A/I

	
	5
	Commitment to equality and diversity
	E
	A/I

	
	6
	The ability to converse at ease with customers and 

provide advice in accurate spoken English
	E
	A/I

	
	7
	Excellent interpersonal skills
	E
	A/I


