Dial South Worcestershire

Registered Charity No 1085677

JOB DESCRIPTION
Name of Project

Disability Information Service
Address of Project

54 Friary Walk

Crowngate Centre,

Worcester, WR1 3LE

Title


 
Welfare Benefits Adviser 

for casework up to tribunal level

Responsible to

DIAL Manager
Venue:


Dial Office, Friary Walk, Crowngate Centre,





Worcester
Hours:


12 hours per week
Summary
Provision of a comprehensive, quality, welfare benefit advice service for people with disabilities and their carers with casework up to, and including, assistance and representation at disability benefit appeal tribunals.

The area to be covered is South Worcestershire.

The post holder will occasionally be required to visit clients in their home or Community Based Facilities but most work will be office based. Any necessary work from home by prior arrangement with the Manager.
Responsibilities
· To work as part of the Dial team and contribute to meeting quality and performance targets

· To undertake benefit advice casework at all levels, including completion of benefit claim forms

· Prepare for and represent Dial clients at DWP Disability Benefit Appeal Tribunals

· Help provide telephone benefit entitlement check service and undertake telephone form filling with clients when necessary

· Provide expert backup and support to volunteers

· Compile records, monitoring and evaluation information as required by Dial, Worcester Advice Network, Funding Organisations 

· Liaise and negotiate with statutory, voluntary and other organisations on behalf of people with disabilities and their carers

· Keep up-to-date with legislation, case law, issues and affairs affecting disabled people and carers

· Develop ways to promote anti-discriminatory welfare benefit work, identifying good practice and develop best ways of working

· To attend courses and training sessions as required

· Submit reports to the Dial trustees as required

· The post holder’s duties must be carried out in compliance with Dial South Worcestershire’s Policies and Procedures

· Ensure a consistently good public image

· Any other duties requested by the Dial Trustees

Priorities may vary from time to time as the information service delivery changes and develops

This post is dependent on Dial obtaining sources of funding to cover the costs of the position

