Job Description









	Job Title:

	Benefits Adviser

	Hours

Salary
	30 per week

£25,000 per annum (pro rata)

	Job Purpose:
	To advise disabled people and carers of maximum entitlement to disability and associated benefits thus facilitating independent living opportunities for disabled people in Nottingham. To provide advice and calculations, assistance with completing claim forms and representation at appeal tribunals.

To assist in the delivery and promotion of virtual or in person peer support activities

To keep up to date with other support agencies across the city and county and disseminate information to the rest of the team as necessary

	Accountability
	 The Benefits Adviser will be an employee of Disability Support, a registered charity and company limited by guarantee

The Disability Support CEO will undertake line management.

The Benefits Adviser will report regularly to the Management Committee of Disability Support as required.
The post holder will work closely with all staff.

	Main Responsibilities & Duties of the Post
	· Advise disabled people and carers of their maximum entitlement to benefits available from the Department for Work and Pensions (DWP) e.g., Personal Independence Payment, Disability Living Allowance, Attendance Allowance, Carers Allowance, Employment and Support Allowance etc

· Assist in the completion of all the necessary application forms for the benefits to which disabled service users and their carers may be entitled to

· To answer benefit related queries made by the public via telephone, minicom, emails, roadshows, office appointments and home visits where necessary

· Arrange and attend roadshows and community-based surgeries

· Assist in the maintenance of Disability Support’s information systems, both manual and computerised (Microsoft Office)

· Observe and implement all Disability Support’s policies and procedures

· Undertake personal learning relevant to the post as required.

· To work closely with other colleagues at Disability Support to ensure that project service users can take advantage of other services available at Disability Support

· Provide regular reports and any statistical information as requested

The duties and responsibilities of this post may vary from time to time without changing the general character of the duties or level of responsibility involved.

	Communications/ Database management 
	· To maintain and update Disability Support databases as required

· To support the development of systems and processes to meet operational needs and to ensure the high quality of information held.

	Premises
	· To support the organisation to manage premises and equipment where necessary

	Policy
	· To adhere to policies as directed by the CEO and trustees, and update the policy file as necessary

· To support the CEO in the implementation of GDPR to ensure compliance with new regulations

	Admin
	· To provide administrative support to the organisation as directed and guided by senior staff, including responding to enquiries.
· To support the development of admin processes in relation to case management. 

	Volunteers
	· To support and supervise volunteers as required


General
· To attend team meetings, personal supervision, and other meetings as appropriate

· To carry out the duties of the post in a manner which is in keeping with the Values Statement of Disability Support 
· A willingness to learn and adapt, with different community needs that may develop within the role.
Person Specification

Background and experience 

	Essential 
	Desirable 

	Knowledge of the Welfare System and legacy benefits
	Knowledge and awareness of service provision for disabled and older people provided by private, statutory and voluntary agencies

	Experience of completing benefit application forms
	A strong understanding of the importance of safeguarding and vulnerable adults

	Experience of working with people on a 1-1 basis and discussing sensitive issues
	Knowledge of ethos and values of the voluntary sector

	An understanding of the appeal and tribunal processes
	Demonstrable knowledge of the many communities and cultures in              Nottingham and Nottinghamshire and the individual issues they face regarding disability.

	Ability to communicate well with individuals from different communities in an empathetic manner.


	Speak another language other than English

	Ability to lead discussions and presentations with local groups.


	Knowledge and awareness of the issues affecting disabled people and older people in Nottingham and Nottinghamshire


Skills and competencies 

	Excellent written and verbal communication skills

	Good organisational skills with the ability to set priorities and structure workload.

	Ability to work independently, be self-motivated and use own initiative as well as being an effective team player

	Maintain a high level of confidentiality

	Strong interpersonal skills

	Excellent reporting skills 

	IT proficient (Microsoft Office applications, particularly Word, Excel and Outlook)

	Clean driving licence and / or access to transport
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