Dial South Worcestershire

Registered Charity No 1085677
PERSON SPECIFICATION

Job Title:
           Welfare Benefit Adviser

Responsible to:
  DIAL Manager

Hours of work:    12 hours per week

Rate:


 From £12.50 to £15 an hour

Essential
A thorough understanding of welfare benefits legislation and experience of administering and assessing benefits with expertise in DLA, PIP, ESA and other benefits

Experience  of undertaking and managing a multiple disability welfare benefit appeal caseload and support clients at appeal tribunals

Plan, provide and monitor an appropriate efficient and effective welfare benefits advice service for the local community

Ability to communicate effectively, orally and in writing, with particular emphasis on negotiation and representation skills and preparing reviews, reports and correspondence

Have the ability to work to standards and methods required by the Advice Quality Standard commission for welfare benefits

Have the ability to work without close supervision, prioritise and manage own caseload

Excellent IT skills

Organisational skills and a proven ability to manage time effectively

Full, current driving licence and use of a car which is insured for business use

Commitment to learning and professional development

Ability to empathise with a wide range of disabilities including mental health issues

Willing to adhere to Confidentiality Policy

Desirable
Experience of managing, supporting and training volunteers to undertake welfare form filling and the administration of statistics.

DIAL Aims
To promote the welfare of people with disabilities and their carers through the provision of accurate, accessible information and advice.

Information enables disabled people to be:

· Aware of their rights

· Aware of services available

· Able to make choices

It is important that the post holder is committed to the ideals, aims and objectives of DIAL and has experience of, or the ability to relate to the needs of a wide range of different people e.g. people with disabilities, their carers, relatives and friends; professionals working in all areas of disability.

Management Structure of Dial South Worcestershire

Dial South Worcestershire is a Registered Charity and Company Limited by Guarantee. The Trustees form a Management Committee which is advised by the Manager of Dial South Worcestershire.

The Trustees are elected at the Annual General Meeting at least 51% of whom are disabled people.

The function of the Management Committee is to uphold the policies of the organisation, to employ paid workers to run the information and advice service and to help recruit volunteers to assist with running the service.
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