Job Description – Welfare benefits advisor 

Key Details of Role

Job Title:

Peer Welfare Benefits Advisor
Salary Scale:
£28,500 per annum
Hours:  
Full time (35 hours per week). Until 31st March 2022 in the first instance, with potential extension to 31st March 2024 
Working Pattern: 
Monday-Friday, 9am-5pm. Reasonable flexibility in this pattern available by mutual agreement.

Based at:
Inclusion Barnet Headquarters in Colindale, with visits to outreach locations and home visits around the borough but with considerable scope for remote and hybrid working .  
Summary
Experienced Welfare Benefits Advisor with lived experience of disability required to support people to claim their entitlements, support and representing them as necessary.  
About Inclusion Barnet 
Inclusion Barnet is a thriving peer-led charity based in North West London. We believe in the power of experience. This is demonstrated by all our services being led, developed and delivered by people with lived experience of disability, including mental health issues and long-term conditions. We believe that learning to use our lived experience for social change is a skill. We have become experts in harnessing the lived experience of our staff, members, volunteers and people who use our services to design and deliver higher quality, more person-centred services. We believe that this benefits both disabled people and society more widely. We also work to support other organisations to do the same. Our work is influenced by the Social Model of Disability, the Survivors Movement, Trauma-Informed approaches and Independent Living principles. You can find out more about us including our current services and projects at www.inclusionbarnet.org.uk.  
About Touchpoint
Touchpoint is a holistic support service for disabled people – we include deafness, physical or sensory disability, mental health issues, learning difficulty and long-term health conditions. We work with people who feel support from other organisations does not meet their needs.  The goal of our service is not to solve all of the issues that people are facing ourselves, but to work with them to overcome life’s challenges together, and linking in with other activities or services that are best placed to help. The goal of our services is to support people to hold those relationships confidently themselves by supporting them in overcoming disabled barriers.
About this role 
You will form part of the Touchpoint team, providing specialist welfare advice services, including case work; working holistically with people to address welfare rights enquiries and applications.

We are looking for a knowledgeable and experienced welfare benefits advisor who understands the social model of disability, peer support and person-centred practice; is committed to reflexively using their own lived experience to translate those values into their own everyday practice; and has an understanding of the barriers disabled people face to get the right outcomes from advice services.

You will have at least one year’s relevant work experience, good, contemporary knowledge of the benefits system and an ability to work in an empowering way. You will provide a service which helps people access their entitlements, particularly those who face barriers in accessing mainstream services – e.g. because they need a home visit, extra time, or a time slot that works around their capacities.  
Accountability and Key Relationships

Reports to:
Touchpoint Service Manager  
Responsible for:
Liaising with staff and volunteers providing the service
Main relationships:
Externally: Other organisations both locally and nationally, statutory providers and the welfare benefits system.   
Internally: Other members of Inclusion Barnet’s Touchpoint team and other members of staff.
Responsibilities and tasks
· To provide information, advice and casework to disabled people with welfare benefit issues.
· To assist with form filling for benefits claims as required.  
· To identify benefits that people may be entitled to.  
· To arrange and run outreach sessions as required.
· To provide support at benefit health assessments. 
· To maintain an up to date knowledge of relevant changes in law and policy and undertake training as required regarding the benefit system.
· To keep accurate case records and use the appropriate case management systems.
· Liaise with other voluntary and statutory bodies as necessary.
· To work as part of a team.
· To participate in staff and team meetings and contribute to Inclusion Barnet activities as appropriate.
· To meet agreed targets, manage own workload and provide reports on work as required.

· Carry out general day to day project coordination.

PERSON SPECIFICATION

Experience 
Essential 
Demonstrable experience of: 

· Lived experience of disability, including mental health issues or long term conditions
· Have proven experience (paid or unpaid) in benefits advice work 

· Contributing to evaluation and monitoring of a project
· Experience of using a Case Relationship Management System i.e Salesforce
· Managing a complex time sensitive caseload.

· A methodical approach to the daily coordinating of the project. 
Desirable 
Demonstrable experience of: 
· Working in a Deaf and Disabled People’s Organisation using the social model of disability
· Coproducing services with people who use them

Skills and knowledge 
Essential 
· Have in-depth current knowledge of the benefits system and recent and forthcoming changes.
· Know how to find social security law, be experienced in working from, and able to interpret social security Acts, regulations and case law.

· Have excellent communication skills including being able to deliver benefits advice over the telephone, video calls and in writing.

· Creative approach to problem solving. 
· Strong initiative and an ability to work in a solution focused way.
· Ability to work flexibly, remain calm under pressure and to think on your feet.
· Strong IT skills, including ability to effectively use Microsoft Office Powerpoint, Word and Outlook , Teams , Excel to communicate arguments, ideas, processes and project updates. 
Desirable 
· Knowledge of peer-support theory and practice. 
· Understanding of best practice in coproduction of services.  
· Understanding of the social model of disability. 

Qualities and competencies 
Essential

· Comfortable to identify yourself as a ‘Peer’ in a professional working environment. 
· Ability to appropriately use your personal lived experience of disability as a key part of your skill set in paving the way for positive change.
· Commitment to the ethos and values of Inclusion Barnet.
· Commitment to equality and diversity and an understanding how to promote them in your work.
· A desire to always strive for quality, excellence and continuous improvement.
Other
Essential

· Willingness to undergo necessary training and development

· Capacity to regularly travel across Barnet 
Desirable

· Access to a car, whether own or via Access to Work 
SUMMARY OF TERMS AND CONDITIONS 

Job Title:

Welfare Benefits Advisor 
Salary Scale:
£28,500 per annum, 
Hours:  
Full time (35 hours per week) 
Working Pattern: 
Monday-Friday, 9am-5pm. Reasonable flexibility in this pattern available by mutual agreement.

Based at:
Inclusion Barnet Headquarters in Colindale, with regular visits to other locations in Barnet and considerable scope for remote and hybrid working
Probation Period:
6 months. This may be extended at the discretion of the line manager.
Expenses:
Staff may claim travel expenses, at the agreed rate, for journeys which are necessary in the course of their work. Claims for additional expenses will be reimbursed in accordance of our expense policy.
Annual Leave:
26 days per annum excluding bank holidays, pro rata-ed for part time staff
Pension:
Auto enrol in place with employer contributions.



Other conditions:
To act in accordance with Inclusion Barnet policies and standards, in particular our Equal Opportunities, Health & Safety and Confidentiality Policies.



