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  JOB DESCRIPTION

Job Title: Welfare Benefits Manager
Accountable to: Financial Controller

Location: Broadway House, Stanmore


Hours: 35 hours per week


 
Contract: FTC 12 Months

As a Welfare Benefits Manager, you will provide timely specialist advice and information on all benefit matters relating to the people we support. You will continuously improve the delivery of such advice and support our clients to access the benefits they are entitled to, acting for the client, where necessary, in completing the appropriate paperwork. You will work collaboratively and proactively with the wider organisation to ensure that a high level of support is provided to the people we support and all other stakeholders. You will lead the appointeeship relinquishment project that is due to commence in April 2025. 
MAIN DUTIES AND RESPONSIBILITIES 
· Provide high quality Welfare Benefits advice and casework and, as appropriate, representation.

· Write Mandatory Reconsideration requests and in a limited number of cases, write appeal submissions.

· Maintain appropriate records of work undertaken.

· Gather information to monitor and evaluate the service.

· Keep all the relevant government informed of any change of circumstances that could affect the benefit claims of the People we support.
· Participate in the wider development of the service and contribute to service improvement as required.
· Submit Housing Benefit applications for new residents and ensuring payment of existing claims.
· Manage Norwood’s Corporate Appointeeship for people in our services in line with government (DWP) directed responsibilities. 
· Lead the pre-planning and execution of the appointeeship relinquishment project whilst keeping Senior Leadership informed of progress and risks.
· Supervise members of the team in duties and performance, providing feedback where necessary, to support administration of benefits and appointeeship.

· This post requires travel to different locations, e.g. to support with benefit assessments.

GENERAL
· To take all reasonable care of the health and safety of him/herself and of other persons who may be affected by his/her acts or omissions. As regards to any duty or requirement imposed upon the organisation by or under any of the relevant statutory provisions, to co-operate with the organisation as far as it necessary to enable that duty or requirement to be performed or complied with.  

· To work at any other Norwood location, as and when required. 

· To report to the Health and Safety Manager either serious risks or your concerns over safety issues.

· To maintain confidentiality at all times and to ensure respect for, proper observance of and adherence to Norwood's confidentiality policy for all staff.

· To attend regular supervision sessions with line manager, regular team meetings and undertake relevant training as and when required.

· To work collaboratively with volunteers to ensure that their contribution enhances quality of service provision and support across the organisation.

· To undertake any other duties which are consistent with the post.

· To maintain standard of dress that is appropriate to role and in accordance with the organisation’s dress policy.

· The successful candidate will be required to undertake an enhanced DBS check.

This job description is not an exhaustive list of duties and responsibilities and is subject to change in accordance with the needs of the service.

PERSON SPECIFICATION
Housing and Welfare Benefits Supervisor
	CRITERIA
	ESSENTIAL
	DESIRABLE

	EXPERIENCE 


	· At least two years previous experience of benefits advice work.
· Experience of welfare rights casework and managing own caseload.
· Working experience of appointeeship. 
· Demonstrable in-depth knowledge of welfare benefits including those related to disability and sickness.
	· Involvement in the relinquishment of appointeeship.

	KNOWLEDGE AND SKILLS 


	· To be able to work in a person-centred way

· Clear and effective communication skills.
· Project Management skills. 
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