Argyll & Bute Citizens Advice Bureau

Job Description
Job Title:
Welfare Rights Adviser
Responsible to:
Bureau Manager

Main purpose of job:
To provide quality advice, information and casework on statutory benefits and other social security matters to clients across Argyll & Bute including advocacy at first tier tribunal. To case check other staff and volunteers carrying out Benefits advice and provide supervision of their quality of advice and training needs.
Details:
The position is 35 hours per week, based in Lochgilphead with occasional travel required throughout the region. Home/remote working is available and encouraged.  

The post is funded to 31st March 2023 but expected to continue subject to funding.

Salary:  
£24,118 per annum plus 6% employers’ pension

Key tasks / functions:

· In conjunction with the Bureau Manager play a key role in delivering quality social security advice service concentrating on the quality of advice and information given by the Bureau.
· To ensure good quality case work for clients ensuring income maximisation and representation at first tier tribunal.
· To maintain accurate records of all advice and casework and ensure that the highest standard of case management is delivered.

· To maintain expertise in relevant legislation and case law  that may impact on advice to be given

· To supervise the work and quality of advice of other Benefits advisers and provide 2nd tier advice to Volunteer advisers.

· To ensure that training is planned and delivered on benefits across the Bureau for both staff and volunteers.

· To work cooperatively with other members of staff, both paid and volunteer, and disseminate relevant information as appropriate.

· To refer clients internally to other CAB staff or partner agencies as required.

· To fully participate in the monitoring of the service, providing regular reports as required and to check for any social policy issues

· To carry out any such reasonable duty as may be determined by the Bureau Manager 

· To fully participate in the monitoring of the service including maintaining the funders spreadsheet of outcomes, providing reports as required and to check for client financial gain and social policy issues

· To carry out any such reasonable duty as may be determined by the Bureau Manager 
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