Disability North

Job Description

Job Title:
Welfare Benefits Advisor
Team:


Disability North Service Team

Responsible to:

Service Team Manager 

Working Hours:
35 Hours per week
Salary:
£21,000 per annum: pro rata 

Job Summary:

· To provide information and advice on a wide range of disability issues to disabled people, health and social care staff, and anyone with an interest in disability.

Main Duties
· To provide telephone/face-to-face advice and information to clients at Disability North and other venues.

· To undertake follow up casework including representation and negotiation.

· To assist clients with appeals including representation at Tribunals.

· To keep up to date records of clients and advice given.

· To participate in supervision.

· To represent the service and maintain links with other agencies.

· To attend departmental meetings and other meetings as directed by the Team Manager/DN Chief Executive Officer.
· To keep up to date with developments in legislation and government policies relating to disability and the social welfare agenda.
· To participate in, and sometimes lead, workshops and group presentations  

· To work towards continuous improvement as directed by the Team Leader.
· To contribute written material for publications.  For example, newsletters, newspapers, magazines, and blogs for the Disability North Website.
· To keep effective administrative systems connected with team work plans and performance targets as directed by the Team Leader.
· To attend fundraising events within Disability North and at external venues when required.
· To demonstrate a commitment to health and safety, equal opportunities, and anti discriminatory practices in employment and service provision.
· To carry out specific duties as agreed with the Team Manager
· To undertake any other reasonable duties that may be required at the discretion of the Team Manager or DN Chief Executive Officer.
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