PLUMSTEAD COMMUNITY LAW CENTRE
JOB DESCRIPTION 

Part-Time Welfare Benefits Caseworker 2 days per week

Purpose of post

To provide legal advice and information to clients 
To undertake specialist casework for clients in the area of welfare benefits law
To represent clients with welfare benefits cases at the First-tier Tribunal
To undertake post appeal work
To provide legal supervision to volunteers as required
To work collectively as part of a small staff team
To undertake management duties as required

Casework

The worker will undertake casework in the specialist area of welfare benefits law.  This will include:
· Managing a complex caseload across the whole field of welfare benefits law, including, but not limited to, right to reside/ EU law, overpayments, tax credits, JSA, ESA, DLA, PIP, UC, housing benefit and child benefit.
· Keeping up-to-date with relevant changes in legislation and case law
· Interviewing and advising clients, face to face, by telephone and email
· Legal research and preparing submissions
· Advocating on behalf of clients by telephone, letter and email with statutory bodies and the local authority
· Representing clients at the First-tier Tribunal, Social Entitlement Chamber
· Post appeal work including applying for set asides and leave to appeal to the Upper Tribunal
· Preparing submissions to the Upper Tribunal

Targets

[bookmark: _GoBack]The caseworker will be required to undertake the weekly telephone advice service approximately one week in six. The caseworker will, together with the other welfare benefits caseworkers regularly monitor casework in order to meet performance targets.

Accountability

Ultimately, the worker is accountable to the Management Committee. In the first instance however, accountability is to the Law Centre staff group.

Administrative responsibilities

The worker will be self-servicing and as such will be expected to do their own filing, photocopying, typing etc. However, the worker maybe able to use volunteers for some admin support when volunteers are available. 

Equality & Diversity

The Law Centre has an Equality & Diversity policy, a copy of which is enclosed. The worker will be expected to be committed to promoting and implementing equal opportunities in all aspects of the job.  The worker must also play an active role in any review of the Equality & Diversity policy and is encouraged to attend relevant training and keep a continually high profile of equalities issues.      

The Law Centre recognises that groups and individuals have been and continue to be discriminated against in our society on such grounds including but not limited to: gender; race; disability; sexuality; age; religious belief and health problems.  In response to this the Law Centre is committed to promoting equality of opportunity, both in its policies and practices.  The current policy covers employment issues, service delivery, and oppressive behaviour of clients. It was drawn up by staff and the Management Committee in consultation with Unison. 
 
Training
The Law Centre is committed to the provision of relevant training for all workers and encourages workers to attend training   courses in order that they may be kept up-to-date on developments in their specialist area/s. 



Note: An Applicant’s suitability for the post will be assessed by reference to the Job description and also the Person Specification so please be sure to address the points above.




PLUMSTEAD COMMUNITY LAW CENTRE

PERSON SPECIFICATION

Welfare Benefits Caseworker 

Below are listed essential and desirable requirements for the post:


Essential requirements

· At least 2 years recent, professional experience in welfare rights advice. 
· Legal and policy expertise in welfare benefits law and advice
· Experience of managing a complex caseload in welfare benefits law 
· Ability to apply law and theory to solve real life problems
· Experience of interpreting legislation and giving legal guidance and advice face-to-face, over the telephone and by email
· Ability to use online and written resources to research welfare benefits law
· Recent experience of advocating on welfare benefits cases in the First-tier Tribunal and preparing submissions
· Recent experience of post appeal work
· Ability to work under pressure, to prioritise and to meet deadlines
· Ability to meet performance targets
· To be articulate and credible, both verbally and in writing, in dealings with the Courts and Tribunals Service, statutory agencies such as Jobcentre Plus and the Local Authority
· A commitment to collective working
· A commitment to the aims, principles and policies of Plumstead Community Law Centre
· Ability and willingness to be self-servicing and to use a computerised case management system 

Desirable requirements


· Experience of campaign and policy work
· Experience of the not for profit sector 



NOTE:  An applicant's suitability for the post will be assessed by reference to the job description and also the person specification, so please be sure to address the above points.

