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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title:    

	Welfare Rights Officer

	Directorate:  
	Finance
	Division/Section: 

	Revenues and Benefits Service / Welfare Rights Team

	Grade:  6

	
	JE Reference: 
	


	Job Purpose:

To contribute to the provision of a comprehensive high quality Welfare Rights service advising residents about 
· Entitlement to welfare benefits

· Supporting residents to challenge benefit decisions and

· Providing representation at Appeals tribunals




	Key Tasks:  
1. To ensure income maximisation by providing information and advice on welfare benefits to residents in person, on the phone, by email and visiting people in their own homes when necessary.
2. To progress complex casework, gathering evidence as needed and supporting residents through the appeals process.
3. To provide face to face advice/outreach sessions at locations across the borough.
4. To research individual cases, assess problems, identify possible options and support residents to make their own decisions about the best course of action.
5. To mediate and negotiate with appropriate agencies on a resident’s behalf, for example by writing letters, making phone calls or attending meetings.
6. To interpret and explain legislation and case law to residents to ensure they understand their options and the implications of letters and other official documents
7. To support residents to challenge benefit decisions submitting mandatory reconsiderations and appeals to relevant bodies where appropriate.
8. To undertake first tier tribunal representation on behalf of residents
9. To refer residents to other sources of help, for example, personal budgeting support, solicitors, social workers or voluntary sector agencies
10. To ensure impartiality and confidentiality when dealing with residents
11. To maintain confidential case records for the purposes of information retrieval, report preparation and statistical monitoring for the service.
12.  To maintain an up to date in-depth knowledge of appropriate welfare benefit legislation and policies and their application and to actively pursue training opportunities for your own development.
13. To contribute to the planning and delivery of campaigns and take up initiatives through the development of innovative approaches.
14. To produce information for publications, leaflets and web pages with regard to appeal rights and benefit entitlement and to work with a range of stakeholders to ensure effective distribution of publicity materials.
15. To help design, plan and deliver Welfare Benefits training programmes.
16. To participate in relevant multi-disciplinary working groups and projects.

	
	

	
	


	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, ICT, finance and health and safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.



	Contacts:
· Members of the public

· Directors, Heads of Service and other officers of Oldham Council and the Unity Partnership Ltd

· Elected members

· Representatives of Government departments and partner agencies

· Public and private organisations,  including other local authorities



	Relationship To Other Posts In The Department:



	Responsible to:        
	Exchequer Client and Welfare Rights Manager

	Responsible for:
	None


	

	Values and Behaviours:


	Approach the job at all times using the Councils Cooperative Behaviours:


· Work with a Resident Focus

· Support Local Leaders

· Committed to the Borough

· Take Ownership and Drive Change

· Deliver High Performance 

Be aware of and apply the Councils Values and Behaviours at all times. More information around this can be found on Oldham Council’s Greater.Jobs pages.


	Special Conditions:

Standard DBS check required



	
	DATE
	NAME
	POST TITLE

	Prepared
	April 2012
	S. Heywood
	Head of Customer Services

	Reviewed
	July 2014
	S. Heywood 
	Head of Customer Services

	Reviewed
	March 2018
	C. Lee
	Head of Revenues, Benefits and Business Support

	Reviewed
	Jan 2019
	C. Lee
	Head of Revenues, Benefits and Business Support
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PERSON SPECIFICATION

Job Title:  Welfare Rights Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Educated to a minimum of 5 GCSEs or equivalent including Mathematics and English
	Educated to degree level

	AF/I


	Experience


	Considerable experience of working in a benefits of third sector environment supporting people with welfare benefit advice.
Experience of carrying and managing a complex caseload which will involve a broad range of underlying issues and queries.

Demonstrable experience of handling difficult and challenging conversations with residents or via written communications.

Demonstrable experience of interpreting current welfare benefits and legislation; interpreting and applying case law as it pertains to a resident’s circumstances.

Experience of representing individuals or organisations in tribunal and court settings e.g. preparing materials, presenting at appeal tribunals and following up an appeal outcomes.

Experience of identifying and signposting alternative solutions for residents when the limits of current welfare benefits are reached (e.g. independent organisations, charitable sector).

Experience of working with a range of administrative tools for :
· Diary management

· Casework management

· Document and presentation production

Experience of supporting the development of strategies, policies and plans

	Experience of delivering training and/or presentations
	AF/I
AF/I
AF/I
AF/T
AF/I
AF
AF/I


	Skills & Abilities


	Excellent numeracy and literacy skills.
Excellent interpersonal skills, with an ability to deal with issues in a tactful, impartial and sensitive manner.

Ability to prepare clear and concise reports, notes and briefings

Excellent organisational skills to ensure completion of necessary tasks to meet deadlines.

Ability to work effectively without direct supervision

Teamwork skills to ensure the work is consistently completed to service quality standards, ensuring deadlines are achieved and learning opportunities are shared across the team.

Ability to work in a systematic manner

Ability to develop and maintain relationships with a wide range of stakeholders

Ability to use IT applications in relation to the requirements of the post with strong skills in using MS office applications such as word, excel, powerpoint and outlook.

Ability to understand the need for and be committed to equality and diversity, customer care, social inclusion and value for money.

Ability to demonstrate commitment and personal responsibility for continuing professional development.


	Multi- lingual

	AF/T

AF/I
AF/T/I
AF/T/I
AF/I
AF/T/I
AF/I
AF/I
AF/T/I
AF
AF/I


	Knowledge


	In depth current knowledge of welfare benefits legislation and case law and knowledge of how the welfare benefit system operates.
Understanding of money advice issues and the range of options to assist with debt management.

Knowledge of data protection law and its application
Good working knowledge of the statutory and voluntary agencies in the sector

Knowledge of appeal, court and tribunal processes

	
	AF/T/I

AF/I
AF
AF/I
AF/I


	Values and Behaviours 
	The ability to demonstrate  the cooperative behaviours
· Work with a Resident Focus

· Support Local Leaders

· Committed to the Borough

· Take Ownership and Drive Change

· Deliver High Performance 


	
	AF/I


	Work Circumstances


	Willing to work flexibly to meet the needs of the service.
Willing on occasions to work outside normal hours and in difference locations as directed by the requirements of the service
	
	AF/I
AF/I



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; Po = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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