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Job description and Person Specification

Welfare Rights Officer


	Department 
	Client Services

	Service 
	Finance Exchequer Services

	Grade
	H

	Reports to
	Welfare Rights Manager

	Responsible for 
	

	Job reference
	10302



	Job Purpose – 


	· To maintain an up-to-date knowledge of welfare benefits legislation and expertise in interpreting both statute law and case law.
· To provide training, advice and support to operational staff in all areas of Welfare Rights Advice and charging for care services.
· To provide an advice service to service users of Community Services in areas of state benefits, signposting for money advice, housing and employment advice.
· To provide advice relating to the Mental Capacity Act 2005 and support to the Adult Protection Unit and external organisations where there is alleged abuse.  




	Accountabilities - 

	To maintain up-to-date knowledge of welfare benefits legislations, particularly social security statute and case law, together with expertise in interpreting this in order to provide support to all operational staff with regard to the delivery of welfare rights legal advice during normal working hours.


	To undertake complex casework in the fields of benefits advice and to design holistic solutions to meet the needs of vulnerable service users and their families.  Additionally, to ensure that simple referrals are referred to the appropriate external agencies in a timely manner.


	To monitor the quality of advice given by the Assessment Team and to design and deliver training to within the assessment team and other operational staff with regard to welfare rights and changes in legislation.


	To deal with complex financial assessments when appropriate, where there are issues relating to capacity, complex financial arrangements or concerns of abuse.  This requires a working knowledge of state law and Norfolk County Council’s policy of charging for care services.


	To provide advice on the Mental Capacity Act 2005 including advice on Lasting Powers of Attorney and Court of Protection procedures and to support the Adult Protection Unit and external agencies with investigations into allegations of abuse.


	To deputise for the Welfare Rights Manager and to assist the Welfare Rights Manager in representing the department at national, county and departmental meetings.


	To ensure that all casework/enquiries are properly recorded in accordance with quality mark guidelines and to ensure that income is maximised for Norfolk County Council


	To design and deliver appropriate and relevant training to a diversity of social work teams and others.


	To liaise with third sector advice services and advise on the implementation of practice standards relating to welfare benefits in Norfolk to ensure a ‘seamless’ service provision for service users.


	To have a knowledge of the Care Act 2014, especially Chapter 3 Information and Advice, Care and Support Statutory Guidance.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Good level of education to 'A' level standard or equivalent

	Willingness to undertake relevant training.


	Knowledge/Experience:

	Essential 
	Desirable 

	Recent and comprehensive experience of advice provision

Experience of partnership working.

Experience of working with a diversity of clients.

	Experience of delivering training in a variety of settings.


	Skills:

	Essential
	Desirable

	A working knowledge of the benefits system including the reconsideration and appeals process.

Knowledge of statute and case law relating to state benefits.

A thorough understanding of the problems encountered by vulnerable service users & sensitivity to their needs.

Problem solving skills and a willingness to learn.

Report writing skills.

Written and verbal communication skills.

Numerical skills.

Time management skills.

Computer literate.

Committed to the delivery of a professional, seamless and customer focused service.

The ability to foster an impartial and non-judgmental approach to the delivery of services.

Ability to work with partner organisations & agencies in a collaborative manner.

A team player.

	Knowledge of Legal Services Quality Mark and audit requirements.

Knowledge of money advice and debt counselling.

A thorough knowledge of the responsibilities of Social Workers and other health care professionals.

Knowledge of Norfolk County Councils charging policy under the Care Act 2014.





	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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