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Job Description

Title of Post;
   
Benevolent Fund Liaison Officer

Qualification;  
Registration in Health or Social Care Sector

Responsible to;
Chairperson, Benevolent Fund for Nurses in Scotland

Report to;                Chairperson, Benevolent Fund for Nurses in Scotland

Salary ;

£45,833 pa (£22,000 pro rata)(flexible – 18 hours weekly)

Main duties and responsibilities

· Respond to requests for Application forms for grants

· Determine if applicants meet funding criteria

· Visit applicants to assess needs

· Demonstrate capability in handling highly sensitive contentious information in a potentially hostile or highly emotive situation.

· Enter information on secure database

· Maintain contact with and preserve anonymity of beneficiaries

Specific role and duties

1. Visit all appropriate applicants  within 14 days of receipt of application forms

2. Report results of interview to 2 members of executive committee to confirm appropriate grant request and identify response to inappropriate applications

3. Maintain contact with beneficiaries and complete return visits, text, emails, telephone calls and letters as appropriate. Review all beneficiaries on a regular basis to ensure continuing eligibility of grants. Arrange and coordinate visits to beneficiaries by postcode areas if possible
4. Discharge beneficiaries when appropriate
5. Have an up to date knowledge of the Welfare Benefit System and other assistance that may be available to beneficiaries

6. Work collaboratively where appropriate with other agencies and develop and maintain communication networks

7. Communicate and co-operate with the Secretary of the Fund to ensure efficient operation of the assistance available including notification of admissions, discharge and address changes
8. Attend quarterly meetings, giving updates on applications and grant allocations

9. Maintain appropriate confidential records of applicant details and changes in circumstances. Store all documents securely. Ensure secure and safe storage of laptop, maintain up to date knowledge of GDPR legislation
10. Maintain a record of visits and activities

11. Document hours of work and submit expenses and appropriate information on a monthly basis to the Secretary

12. Support publicity and fund raising for the Fund. Collaborate with other agencies to maintain profile of charity, communicate with other established networks and attend meetings as required
13. Maintain and look after car and other equipment belonging to the Fund
14. Regularly review website and listings to ensure accuracy of information
This job description is not intended to be a complete list of duties and responsibilities and may be amended following consultation and subsequent discussion with the Executive Committee. 
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