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Job Description and Person Specification Profile

	Job Title
	Welfare Benefits and Debt Advice Supervisor 

	Job ID
	R46

	Service
	Welfare Rights Service

	Grade
	H

	Reporting to
	Welfare Rights and Poverty Prevention Manager



	The Role

	This role will manage and supervise a team of Welfare Rights Officers and Debt Advisers, providing high quality specialist advice and representation in the areas of benefits and debt.  The postholder will be expected to carry a small welfare benefits caseload, providing specialist advice and appeal representation at first and upper tribunals.
The role is responsible for the workflow into the service, allocating referrals and for ensuring that casework is delivered to a high standard using methods of supervision, file review and peer review and provide technical support when needed.

Main Duties and Responsibilities include:

· To be responsible for the management, direction and organisation of the work of the welfare benefits and debt advice team with a focus on reducing poverty, maximising income and preventing homelessness.

· Take responsibility for the day-to-day supervision of advisers including monthly one-to-ones, annual development reviews and provide technical support when needed.

· Ensure casework is delivered to a high standard using specialist quality mark standards as a benchmark. 

· Undertake specialist welfare benefits advice casework at a specialist level.

· Provide representation at social security appeals at first tier and upper tribunal including preparing submissions and attendance.

· Organise rotas for telephone advice, triage, drop-in and appointments.

· Undertake regular case file reviews, using peer review processes where necessary and ensure corrective action is taken.

· Represent the welfare rights and debt advice service at meetings or events and publicise the work of the service to a wide audience.   

· Advise, support and guide advisers on welfare benefits and debt issues.     

· Monitor workflow into the service to ensure cases are dealt with in line with service timescales and that urgent cases are prioritised.

· Produce reports when requested concerning the work and the development of the service.

· Assist with the production of written material on debt or benefits issues to staff and residents through a range of media channels. 

· Maintain and keep up to date with social security legislation, housing benefit and council tax legislation.

· Liaise and negotiate with benefit providing agencies in order to affect positive outcomes for clients.

· Maintain an up-to-date knowledge of the practices of agencies administering benefits.

· Co-ordinate/deliver training and other briefings around welfare benefits and debt awareness to voluntary groups, council staff and partners. 

· Adhere to equality and diversity in the delivery of the service.

· To converse at ease with customers and provide advice in accurate spoken English.

· The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 






	About You

	Your essential qualifications

· GCSE or equivalent at grade A to C/4-9 in at least five subjects to include Maths and English

Your essential skills, knowledge and experience
· Experience of providing either supervision, support or coaching to staff teams 
	
· Experience of working directly with the public, vulnerable adults and their advocates	
· Substantial recent, demonstrable experience of delivering specialist level welfare benefits casework 

· Substantial recent, demonstrable experience of providing representation at first tier and upper tribunals including the preparation of submissions	

· Experience of delivering training, briefings or presentations

· Experience of working to a Specialist Quality Mark Standard or equivalent

· Experience of using a case recording case management system or similar database

· In-depth, up to date working knowledge of social security legislation, housing benefit, council tax legislation and relevant caselaw
	
· In-depth, working knowledge of the social security appeals procedure
	
· Experience of writing reports or briefing papers

· Excellent organisational skills to prioritise own caseload and referrals, meet deadlines and follow/develop agreed quality assurance procedures and service driven processes
	
· Excellent verbal and written communication skills

· Excellent IT skills in the provision of advice, casework and the preparation of reports and submissions

· Excellent negotiation, advocacy and representation skills
	
· A commitment to the priorities of the Council	

· Tact, diplomacy and ability to elicit sensitive information from customers	

· Understanding of the needs of customers

· Ability to build relationships with people within and outside the organisation
	
· Commitment to equality and diversity in the provision and delivery of the service
	
· The ability to converse at ease with customers and provide advice in accurate spoken English	

If you have the following experience or qualifications – then that’s great!

· Management qualification
	
· Experience of providing supervision to staff within an advice setting

· Experience of providing advice on debt issues including rent and mortgage possessions

· Experience of representing clients at County Court for rent or mortgage possessions to prevent homelessness
	
· Knowledge of the legislation relevant to rent and mortgage possessions in order to prevent homelessness
· Knowledge of insolvency and debt advice law and practice

· Knowledge of homelessness issues 	



Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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