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                  SOUTH STAFFORDSHIRE COUNCIL
JOB DESCRIPTION
WELFARE SERVICES

	POST
	WS011C

	AGILE WORKING POST:
	Yes and at the Community Hub

	POST:
	Welfare Services Business Support/Outreach Officer

	SALARY GRADE:
	E 

	HOURS OF WORK:
	Up To 37 Hours per week

	RESPONSIBLE TO:
	Welfare and Benefit Team Manager

	JOB PURPOSE:
	To assist in the provision of a high quality Welfare Service to Revenue and Benefit customers, verifying information and supporting documentation as required. 
To support customers to promote the take up of benefits and signpost to other organisations where appropriate

	DUTIES
	
· To prepare Benefit or Discretionary applications for assessment, request and verify the information provided
· Preview and prioritise incoming work within prescribed timescales
· Maintain computerised records, ensuring information held is accurate and up to date
· Use relevant computer systems to identify and review cases by email or telephone as required
· Provide Business Support to the Welfare Service as required
· Attend outreach venues to ensure verification of information relating to benefit claims
· Provide support to promote programmes such as Creating Brighter Futures or any welfare campaigns at events in the Community
· Participate in proactive initiatives, project and development work as required, including take-up, UKSPF and advice campaigns
· Support customers to complete forms digitally, over the telephone or face to face
· Signpost or refer to other Council services or external organisations where appropriate
· Undertake training in Welfare Benefits, Housing Benefits and Council Tax Support, if required to ensure an up to date knowledge of the legislation, policies and procedures
· Liaise with other council service areas, government departments, other agencies and outside bodies as necessary, ensuring a joined-up working approach
· Attend and participate in team and service meetings as required, supporting colleagues and sharing information appropriately


	
	General Duties
· To comply with all policies and procedures of the Council
· To behave at all times with a high degree of professional and personal integrity and probity so as to ensure trust is maintained in the work undertaken by the post holder and in relationships with staff and customers of the Council and other organisations
· To take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions and to comply with the Council’s Health & Safety Policy and relevant legislation.
· To ensure that the principals of equality of opportunity and recognition of the benefits of integrating diversity are actively pursued within the services provided by the Council and its employment policies, practices and procedures.
· To demonstrate the behaviours identified in the Council’s Behavioural Framework.
· Respect the confidentiality of the information given by customers in accordance with the requirements of the Data Protection Act and any relevant Council policies.


	PRINCIPAL WORK RELATIONSHIPS
	Daily - Team Managers, Employees, General Public
Occasionally - Councillors, Chief Executive, Partner Organisations

	SPECIAL WORKING CONDITIONS
	· The post is covered by NJC (Green Book) and South Staffordshire Council Terms and Conditions of Employment 
·  You may be required to work from any Council establishment in South Staffordshire or on occasions outside South Staffordshire 
· During a Pandemic, Epidemic or Major Incident or Emergency you may be asked to undertake duties that are not stated in your Job Description or Person Specification where there is a skill, competency and experience match
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SOUTH STAFFORDSHIRE COUNCIL
PERSON SPECIFICATION

	Job Title: Business Support/Outreach Officer
	Service area: Welfare Services
	Grade: E

	Location: Council Offices/Agile Working
	Hours: Up to 37 hours

	Reports to: Welfare and Benefit Team Manager



The Person Specification is intended to give prospective candidates a better understanding of the post requirements. It will be used as part of the recruitment process in identifying and short listing candidates.   

	FACTORS
	ESSENTIAL
	DESIRABLE
	MEASURED BY

	Qualifications

	· At least GCSE level 4 (or equivalent) in Maths and English
Or
· Level 2 qualification in customer services or similar
	
	A

	Experience, skills and knowledge

	· Ability to communicate and to present information clearly and concisely both verbal and written, with good attention to detail 
· Proven Basic IT skills and ability to learn new systems 
· Ability to analyse and interpret written and numerical information
· Ability and willingness to follow instruction and learn new tasks 
· Ability to organize own workload and meet deadlines 
· Able to work with minimal supervision within the team
· Ability to display sensitivity and maintain confidentiality
· Able to demonstrate an awareness of Equality and Diversity
· An understanding of the importance of confidentiality and data protection.
· Ability to work within a team, share ideas and offer feedback
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	Personal qualities

	· Enthusiastic and adaptable
· Willing to show initiative for service improvements and developments.
· A positive attitude towards teamwork and able to work as part of a team and form good working relationships


	
	

	Special Working Conditions Cont’d

	· Approval under the Employee Authentication Scheme for access to the DWP’s Customer Information System.

· The postholder will, at all times, respect the confidentiality of the information given by customers in accordance with the requirements of the Data Protection Act and any relevant Council policies.

· The Code of Practice on the English Language Requirement for Public Sector Workers (the fluency duty) applies to this post. Therefore, an ability to fulfil all spoken aspects of the role with confidence through the medium of English is essential for the post.

· This post has been identified as one requiring checks for possible criminal background. A Basic Disclosure check will be made through the Disclosure and Barring Service and this, or any other, offer of appointment is subject to a satisfactory clearance. You are required to inform Human Resources Services of any conviction received during your employment. Failure to disclose a conviction will be regarded as a disciplinary offence that may lead to dismissal.
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