Royal Society for Home Support
Welfare Officer - Job Description

Overview

The Royal Society for Home Support (formerly the Royal Society for Home Relief of Incurables, Edinburgh) was founded in 1805.  The Society’s purpose is to provide financial support, in the form of annuities or one-off grants to individuals (under State Pension Age, and living at home in the EH postcode area) who are permanently unable to work because of physical or mental illness. 

Applications can be made online or by completing downloadable forms and are decided by the Society’s Trustees sitting as its Welfare Committee.  To enable them to make decisions applications are assessed for both medical circumstances (by the Society’s doctor) and financial needs by the Welfare Officer.

Job outline
The principal elements of the role are:

1. To review applications when received to check they meet basic criteria
2. To visit applicants in their homes: 
a. To explain the purposes of the Society and the process for deciding applications

b. To review the application form with the applicant and assess the applicant’s financial, social and support needs
c. To identify any state or other benefits to which the applicant may be entitled and recommend how the applicant may access assistance in obtaining such benefits e.g. by indicating possible sources of advice (NB the role does not encompass provision of advice or representation)
3. To report to the Trustees on applications and reviews and attend the relevant quarterly Welfare Committee meetings to advise.
4. To review the position of those receiving annuities on a rolling review basis

5. To liaise with the Society’s Doctor as required including arranging joint visits to applicants where appropriate

6. To maintain electronic records 

7. To provide the Trustees with quarterly reports (and, if requested, an annual report) including statistics and case studies 
8. To comply with data protection law in the processing of personal and special categories of personal data, in accordance with the Society’s policy
9. To maintain professional knowledge including keeping up to date on changes in the welfare benefits systems and practices and informing the Trustees as appropriate.
10. To assist the Trustees in developing policies and systems for delivering the Society’s services

11. To promote the Society’s aims to relevant agencies.
Person Specification
Qualifications
It is expected that the jobholder will have either a relevant diploma/degree or relevant healthcare or other professional qualification.

 Knowledge, Skills and Experience
1. Substantial knowledge of current welfare benefit/money advice legislation
2. Significant relevant experience of dealing in a domestic or other support or advice context with people. 
3. Excellent oral communication skills

4. Excellent written communication skills

5. Experience of managing own caseload

6. Good interpersonal skills

7. Good IT skills 

8. Experience of collaborative working

Personal Qualities
1. A motivated self-starting individual
2. Emotional maturity and ability to engage in a non-judgemental way with people from all walks of life

3. Ability to discern and assess the circumstances and needs of applicants 
4. Ability to be flexible and adaptable

5. Good team player

6. Ability to work on own initiative

7. Ability to work with a range of colleagues and stakeholders

8. Ability to deal with conflicting priorities and meet deadlines
Special Conditions
1. Full, current driving licence 

2. Access to a vehicle

3. Satisfactory Level 1 (Basic Disclosure) Check
