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OLDHAM COUNCIL
JOB DESCRIPTION
	Job Title: 

	Local Welfare Provision and Crisis Payment Officer 

	Directorate:  
	Corporate Resources
	Division/Section: 

	Customer Experience

	Grade:  

	3
	JE Reference:
	11154


	Job Purpose:
To review applications for Local Welfare Provision and Crisis Payments and make decisions on eligibility in line with the Council policy. 



	Key Tasks:  

	· To have detailed understanding of the Council’s Local Welfare Provision (LWP) and Crisis Payments policies to support the decision-making process. 
· To handle and process applications received via the CMS keeping the system up to date. 
· To review applications received and request any relevant evidence to understand the needs of the customer. 
· To contact customers via email and phone as necessary regarding their application. 
· To handle incoming calls to the department.
· To liaise with other Council departments and stakeholders to confirm information and evidence provided. 
· To check relevant Council and Department for Work and Pensions systems to verify information. 
· To fully review applications and evidence received and make decisions on whether an applicant will qualify for assistance, and what items or funding to award.
· To create letters to customers with the outcome of their application and signpost where relevant to other services and organisations. 
· To update relevant spreadsheets/ data bases with information regarding phone calls received, outcome of applications and orders placed.
· To check suppliers’ delivery notes to ensure that these are correct against orders placed, and highlight any queries found with the suppliers.
· To process payments from awarded applications. 
· To attend any LWP operational meetings with suppliers. 



	Standard Duties:


	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.



	Contacts: Colleagues, residents, stakeholders



	Relationship To Other Posts In The Department:


	Responsible to:  

	Line Manager

	Responsible for:
	Not applicable


	Special Conditions: 
None



	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.

Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver
it.

Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.

Together
We believe in shared solutions, working across sectors and with our communities to achieve
common goals and deliver the quality services Oldham deserves.

We have five Behaviours which outline the priority areas of focus for staff at all levels:

• Work with a Resident Focus
• Support Local Leaders
• Committed to the Borough
• Take Ownership and Drive Change
• Deliver High Performance
More information around our Values and Behaviours can be found on our Greater. Jobs pages together
with information about the staff benefits we offer.



	
	DATE
	NAME
	POST TITLE

	Prepared
	May 2025
	Jacqui Parker
	Local Welfare Provision Team Leader

	Reviewed
	May 2025
	Fran Lautman
	Assistant Director of Customer Experience

	Reviewed
	January 2026
	Fran Lautman
	Assistant Director of Customer Experience


OLDHAM COUNCIL

PERSON SPECIFICATION
Job Title:  Local Welfare Provision and Crisis Payments Officer
	
	Selection criteria 
(Essential)
	Selection criteria 
(Desirable)

	How Assessed

	Education & Qualifications

	Sufficient literacy and numeracy to undertake the tasks and duties of the role

	English, Maths GCSE Grade
C / Grade 4 and above or
equivalent
	AF / I / T
(Certificate)


	Experience

	Experience of using computer packages for word processing, spreadsheets and databases, plus using the internet and sending/receiving emails
Experience of undertaking a wide range of administration and business supporting tasks

	Experience of using Windows Operating System and Microsoft Office Programs
	AF / I
AF / I


	Skills & Abilities

	Customer service skills to deliver polite, courteous and efficient service to colleagues, partners and service users
Organisational skills to complete tasks to deadlines, re-prioritising own work if necessary
Teamworking skills to work effectively with others to meet deadlines and complete work to the required standard
Initiative to respond to unexpected problems using recognised procedures and policies as a guide 
Analytical skills to collate, investigate and interpret data and other information 
Able to produce work to required standards without close supervision

	
	AF / I / T
AF / I / T
AF / I
AF / I / T
AF / I / T
AF / I / T


	Knowledge

	Understanding of the operation and service delivery requirements of the team in which the post is based 
Knowledge of data protection issues and the need to keep person data secure and confidential

	
	

	Work Circumstances

	Able to work flexibly to meet the needs of the service including at different locations
 
	
	Interview


Abbreviations: AF = Application Form; I = Interview; T = Test; R = References.
NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).
Our Guaranteed Assessment Scheme supports candidates with disabilities, those who have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.
�





�








