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Job Description: Welfare Advice & Support Worker 
	Job Title:
	Welfare Advice & Support Worker

	Job Grade:
	SJC AP4
	Spinal Pts:
	27 - 30
	Hours:
	35 p.wk.

	Reporting to:
	Managing Director


Rationale

In recent years as the influx of asylum seekers has declined, the emphasis of the role has steadily shifted from asylum-based issues to those of general welfare.  In other words, as refugees have gained status to remain and acquired citizenship their needs have become more akin to those of Indigenous residents living in a deprived community. The post holder will deal with issues such as: benefits, health, housing, employment, education, utilities, etc. However, there is still the necessity to offer advice on asylum-based issues.
There is a newly emerging population with a thorough mix of nationalities, ethnicities, and language barriers. Many are still coming to terms with new ways of life, customs, and the bureaucracy of public and statutory service providers and their maze of systems.

This post reflects the Centre’s awareness to broaden the scope of the role to that of welfare. It also reflects the upsurge in policy to promote financial inclusion. Addressing financial exclusion is a priority for health service providers because it has the potential to reduce health inequalities and tackle the social determinants of ill-health.
The rise of COVID-19 has led to increased financial issues in an already deprived area, further confirming the need for financial support from an impartial service. The need for this has been recognised by local third sector and statutory stakeholders. 
Job purpose / role:

Under the direction of the Managing Director, the Welfare Advice & Support Worker is employed to provide and manage a free, impartial, confidential advice and advocacy support to residents on a wide range of issues, including but not limited to welfare benefits, debt, housing, employment, education, and issues experienced by New Scots. The post-holder will be responsible for identifying members of the community who would benefit from English for Speakers of Other Languages (ESOL), which will support the integration of resident’s who do not speak English. They will also signpost and refer residents to other local services/activities.
Authority:

The post holder will be accountable to the Managing Director. They have the authority to deliver support and develop services appropriate to the role and compatible with the Centre’s aims and objectives.
They have authority to delegate tasks to the Administrator & Facilities Manager and Programme & Development Coordinator that are within the capacity of their remit and to line manage any staff, student or volunteer recruited to support the Welfare process.
Responsibilities: 
The post holder will work cooperatively with colleagues and encourage good teamwork, support clear lines of communication and common practices within the Centre’s team. They have responsibility for:
1. CORE:


1.1. Contributing to Centre’s planning and development sessions
1.2. Contributing to development of Centre’s monitoring and evaluation systems
1.3. Liaising with Administration & Facilities Manager re room booking diary & the allocation of space & time slots for appointments, drop-ins, and activities.
1.4. Inducting staff / volunteers as per Centre’s induction process.
1.5. Being conversant with the Board’s policies for good governance.
2. PROGRAMME:


2.1. Managing and delivering an enquiry, advice, information, and support service
2.2. Developing and managing the delivery of Financial Wellness Workshops to help residents gain the necessary knowledge and skills to make appropriate financial decisions for daily living. 
2.3. Identify individuals for ESOL.
2.4. Advocate on behalf of clients, making informed decisions about the support necessary to meet the client’s needs.

2.5. Support, as required, the delivery of cultural education events and activities to aid integration.

2.6. Support, as required, the delivery of the Centre’s volunteer development programme.

2.7. Support the delivery of any other programme of work as required by Managing Director. 
2.8. Collecting and analysing data to produce project evaluation. 

2.9. Producing end of year reports
3. INFORMATION:

3.1 Maintain enquiry record form.
3.2 Encourage and support clients to complete our service feedback form
3.3 Assist in the Centre’s consultation methods to identify needs and concerns of residents.
3.4 Attending and representing Centre at relevant meetings 
3.5 Proactively develop their knowledge and experience of national and local issues and policies relating to the post. (e.g. research relevant media for reports and publications; liaise with relevant agencies; attend conferences & workshops).
3.6 Provide staff team with weekly update of all relevant information.
3.7 Compile a client case study, as per proforma, at least once per quarter.
3.8 Produce monthly reports to Managing Director for presentation at Board meetings.
3.9 Contribute to production of Centre’s annual report.
4. FINANCE:


4.1. Assisting Programme & Development Coordinator in preparation of relevant funding applications.
Carry out all other reasonable and fair tasks as directed by the Managing Director in line with the Centre’s aims and objectives.

Due to the nature of the Centre’s work, the precise job description may vary.  This will partly depend on the capabilities of the person appointed and partly on the workload of other members of staff. Therefore, a willingness to contribute to a wide range of tasks is essential.

No job or organisation is static; therefore, all job descriptions will be reviewed periodically as part of an appraisal system.
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