Canterbury District Citizens Advice 

Job Description

Job Title: Fixed Contract Macmillan Welfare Benefits Caseworker

Salary:

£22,722-£23,646 pro rata



Hours: 
22.5 hours per week fixed contract until 31.12.25
Responsible to: 
Chief Officer, Canterbury District Citizens Advice
Contract:
Fixed Term contract until 31.12.25. Further funding possible beyond
Purpose of roles
To provide, as part of the Project team, a comprehensive welfare benefits service that includes casework and advocacy for people and their families affected by cancer in East Kent, based in Canterbury but may include working from home or in our Herne Bay office. 
The postholder will work in partnership with all key stakeholders including other local Citizens Advice, Macmillan Cancer Support, East Kent, Medway and Maidstone Hospital Foundation Trusts, Pilgrims Hospice, and any other key organisations.  

Main duties and responsibilities

Casework
· Handle an active welfare benefits caseload from diagnosis through to post-bereavement for people affected by cancer.

· Provide advocacy and advice to support people in making decisions about their entitlement and, if appropriate, liaise and/or negotiate on behalf of clients with other organisations.

· Maintain detailed (computerised) case records for the purpose of continuity of case work and information retrieval, in line with the requirements of Citizens Advice and Macmillan Cancer Support.
· Contribute to statistics and promote feedback in order to monitor and evaluate the service 
· Be prepared to undertake ongoing training with the intention of preparing cases for welfare benefit tribunals.
· Refer clients on to colleagues or other agencies as appropriate for specialist help with issues that fall outside the remit of the service, including housing, debt and employment.
Research and Campaigns
· Assist with research and advocacy work by being aware of current research and campaign issues and spotting new ones, discussing these with affected clients, and submitting internal research and campaign reports.
· Taking a pro-active role to influence policy. Offering feedback on local policy issues affecting the client group.
Professional development 
· Keep up to date with legislation, case law, policies and procedures relating to welfare benefits advice and undertake appropriate training.
· Attend relevant internal and external meetings as agreed with the line manager.
· Work with the Chief Officer to identify training requirements and attend opportunities for personal development, especially to develop skills and increase knowledge and understanding of cancer treatments and its impact on people affected by cancer.
Networking

Help to develop and sustain effective working relationships with other voluntary, community, faith and statutory organisations working with the client group, network with other professionals in the advice work field and represent the Project at meetings with other agencies as appropriate.
Reporting

To contribute to, and take part in, Service Reviews with Macmillan Cancer Support
Equalities and Diversity
The post holder must have due regard in the planning and execution of their duties at all times to the Citizens Advice Equalities Policies.

Corporate Policies

The post holder must at all times promote the aims, principles, policies, interests and well being of the organisation and to protect the integrity and reputation and the confidentiality of the Service.

General

In addition to the tasks and duties outlined in this job description, to undertake such other duties and tasks as may be necessary to the good management of the Project.

In accordance with Citizens Advice national policy we will ask the successful candidate to be screened by the Disclosure and Barring Service (Enhanced level). A criminal record, however, will not necessarily be a bar to being able to take up the job.
Person Specification

Macmillan Welfare Benefits Caseworker

The information you give us on your application form will be the only Information used in short listing, so it is important that you clearly address all aspects of the person specification.  You may find it helpful to focus on each point in turn, providing evidence of relevant experience and abilities. It is essential that you include information about your experience and abilities relevant to these requirements.
In the event you are shortlisted for interview we will discuss with you in greater detail those areas covered by the person specification and the aims and principles of the service.

Skills, Knowledge and Experience

1. Able to use sensitive listening and questioning skills when interviewing clients.
2. Ability to demonstrate the competences required to train to be a welfare benefits caseworker.
3. An understanding of the importance of procedures and supervision and the willingness to work to Advice Quality standards.
4. Attention to detail and demonstrable ability to maintain accurate, up to date records whilst working for a busy service.
5. Ability to take a brief, ensure the task is understood and then work independently.
6. Ability to give and receive feedback objectively and sensitively and willingness to challenge constructively.
7. Ability to monitor and maintain own standards and manage time effectively.
8. An understanding of the issues facing people affected by cancer and their implications for service provision. 

9. Ability to work sensitively with clients suffering from ill health and be aware of own health and wellbeing needs in relation to work. 
10. Ability to research, analyse and interpret complex information and produce clear reports verbally and in writing. 

11. Ability to understand statistics and check accuracy of calculations.

12. Able to work within data protection regulations.

13. The ability to work effectively as part of a team.

14. Ability to communicate effectively and sensitively with people from diverse backgrounds.

15. Some knowledge/insight into the role and vision of Macmillan Cancer Support and Citizens Advice.
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