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Citizens Advice

Merthyr Tydfil
Benefits Caseworker
Closing Date: 

12.00 pm Monday 14th September 2015
· Letter to Applicant

· Service Profile

· Job Description

· Person Specification

· Notes for applicants

· Application Form
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Citizens Advice Merthyr Tydfil
MERTHYR TYDFIL CAB

TRAMROADSIDE NORTH

MERTHYR TYDFIL

CF47 0AP

TEL: 01685 382188

14 August 2015
Dear Applicant,
Thank you for your enquiry about our current vacancy.

I enclose an application form together with notes on completing the application form.  Also enclosed are the following:

· Equal Opportunities monitoring form

· Job description

· Person specification

· Information about the Citizens Advice Bureau Service locally and nationally
Please e-mail your application as an attachment to merthyrcab@gmail.com or return by post to the address above marked for the attention of Lisa Howell-Morgan

The closing date for applications is 12.00pm Monday 14th September 2015. We shall be short listing immediately after the closing date and we shall be holding interviews shortly after. If you have not heard from us within two weeks of the closing date, please assume that your application has not been successful on this occasion.  

If you would like your posted application acknowledged please enclose a stamped addressed envelope when returning your completed application form.  

We hope you will be successful in your application.  However, if you are not, please do not be discouraged from re-applying; your skills and experience may be what we need for our next vacancy.

Yours sincerely,
Lisa Howell-Morgan

Chief Executive – Merthyr Tydfil CAB

Merthyr Tydfil Citizens Advice Bureau is a company limited by guarantee and registered in Wales.  Registration number 6654115.  Registered office address, Tramroadside North, Merthyr Tydfil, CF47 0AP

Charity Registration number 1126473

The CAB Service
The Twin Aims of the Citizens Advice Service are:

· To provide the advice people need for the problems they face 

· To improve the policies and practices that affect people’s lives.

The advice given by bureaux is free, independent, impartial and confidential. The Service is non-judgmental, offering assistance as appropriate to all callers. It aims to be equally accessible to everyone who seeks or needs its help, regardless of age, class, race, religion, gender, disability or sexuality. All advice workers, whether paid or volunteer, are professionally trained to provide an accurate, quality service and to be supportive to clients. 

The CAB Service works to: 

· inform people about the law and how it affects them; about their rights and responsibilities; and about how they may be able to satisfy their needs 

· advise people on the options available to them and on the potential consequences of different courses of action 

· support people as they consider and decide what to do, listening to their concerns and helping them move forward 

· assist people in pursuing their chosen course of action by negotiation, representation and referral to other sources of help needed 

· influence those responsible for policies and services by bringing to their notice the problems people experience and recommending changes 

Citizens Advice Bureaux deal with over six million enquiries a year, giving detailed information, advice and support to people on every subject. The majority of problems concern social security benefits, debt, employment, housing and the law. 

There are currently nearly 700 main bureaux in England and Wales, and another 1090 places where CAB advice is available. Over 15,000 trained volunteers work in the bureaux, together with paid staff including bureau managers and specialist advisers. In addition more than 7000 volunteers serve on bureau management committees. Together they provide the largest advice service in the UK. 

Each bureau is a separate charity managed by its own trustee board, and must meet membership quality standards in order to affiliate to national Citizens Advice. Citizens Advice provides a range of services to support bureaux in their work: these include the Information System, training, field support, quality audits, social policy, press and publicity, parliamentary liaison and information technology. 

Local authorities remain the principle source of funding for bureaux, but the proportion from other sources is rising and currently stands at more than 30%. 
Benefits Caseworker
Job Description
Location: Based in the main bureau in Merthyr Tydfil and at outreach locations across the borough.

Hours: Up to 35 Hours Monday – Friday 
(Full time / part time hours will be considered)
Duration: Fixed term until 31th March 2016
Salary: £20,253 to £22,212 FTE (SCP 22-25) Hours will be pro-rata based on FTE.
Job Purpose
The successful candidate will provide effective and comprehensive advice and casework support to people living in the Merthyr Tydfil area from main bureau as well as at various outreach venues.
The role will involve providing clients with full support regarding welfare benefits issues including income maximisation. The role will involve advising clients on the benefit appeals process and providing casework support by preparing, presenting and submitting cases to the appropriate statutory bodies, tribunals and courts as appropriate.
The successful candidate will be a team player with the ability to use initiative and work proactively, with good interpersonal skills. Past experience on providing benefits advice and casework would be an advantage. 
Main Duties and Responsibilities        
Casework
•Provide casework covering the full range of welfare benefits. 

•Act for the client where necessary by calculating, negotiating, drafting or writing letters and telephoning. 

•Negotiate with third parties as appropriate. 

•Ensure income maximisation through the take up of appropriate benefits. 

•Prepare and present cases to the appropriate statutory bodies, tribunals and courts as appropriate. 

•Assist clients with information and advice other related problems where they are an integral part of their case and refer to other advisers or specialist agencies as appropriate. 

•Make home/outreach/partnership visits as necessary. 

•Provide advice and assistance to other staff across the whole range of benefit issues. 

•Ensure that all casework conforms to the bureau's Office Manual and the Advice Quality Standard and/or the Specialist Quality Mark as appropriate. 

•Maintain case records for the purpose of continuity of casework, information retrieval, statistical monitoring, and report preparation. 

•Ensure that all work conforms to the bureau's systems and procedures. 

Research and campaigns
•Assist with research and campaigns work by providing information about clients' circumstances through the appropriate channel.
•Provide statistical information on the number of clients and nature of cases and provide regular reports to bureau management.
•Monitor service provision to ensure that it reaches the widest possible client group. 

•Alert clients to research and campaigns options. 

Public relations
•Liaise with statutory and non-statutory organisations and represent the Service on outside bodies as appropriate. 

Advice giving
•Interview clients using sensitive listening and questioning skills in order to allow clients to explain their problem(s) and empower them to set their own priorities.
•Use the Citizens Advice AdviserNet website to find, interpret and communicate the relevant information.
•Research and explore options and implications so that clients can make informed decisions.
•Act for the client where necessary by calculating, negotiating, drafting or writing letters and telephoning.
•Negotiate with third parties such as statutory and non-statutory bodies as appropriate.
•Refer internally or to other specialist agencies as appropriate.
•Ensure that all work conforms to the bureau's office manual and the Advice Quality Standard / Legal Aid Agency's Quality Mark / other funding requirements, as appropriate.
•Ensure that work reflects and supports the Citizens Advice service equality and diversity strategy.
•Maintain detailed case records for the purpose of continuity of casework, information retrieval, statistical monitoring and report preparation. 
Professional development
•Keep up to date with legislation, case law, policies and procedures and undertake appropriate training.
•Read relevant publications.
•Attend relevant internal and external meetings as agreed with the line manager.
•Prepare for and attend supervision sessions/team meetings/staff meetings as appropriate.
· Assist with Service initiatives for the improvement of services.
Administration
•Review and make recommendations for improvements to bureau services. 

•Maintain local information systems. 

•Use IT for statistical recording, record keeping and document production. 

•Keep up to date with policies and procedures relevant to bureau work and undertake appropriate training. 

•Attend internal and external meetings as agreed with the manager. 

•Maintain close liaison with relevant external agencies. 

•Maintain a library of reference material and case law. 
Promoting the Service
· Ability to network, develop and promote the service to ensure targets are met.
· Deliver presentations to a variety of intermediaries to promote the benefits of the service.

· Ability to recognise opportunities to enhance the project.
Other duties and responsibilities
· Carry out any other tasks that may be within the scope of the post to ensure the effective delivery and development of the service.
· Ensure IT information assurance training is completed on an annual basis.

•Demonstrate commitment to the aims and policies of the CAB service. 

•Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.

Person Specification
· Experience of providing advice on a range of welfare benefits.
· Understanding of the benefit appeal process, and representation.
· Effective communication and presentation skills with particular emphasis on negotiating, representing and preparing reviews, reports and correspondence.
· Ability to generate and develop new partnerships.

· Experience of interviewing clients and understanding of the issues involved.

· Ordered approach to casework and an ability and willingness to follow and develop agreed procedures.

· Ability to work on own initiative.
· Ability to prioritise own work, meet deadlines and manage caseload.

· Proven ability to meet targets.

· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively.

· Ability to use IT systems and packages, and electronic resources in the provision of advice and the preparation of reports and submissions.
· Ability and willingness to work as part of a team.

· Ability to monitor and maintain own standards.

· Demonstrate understanding of social trends and their implications for clients and service provision.

· Understanding of and commitment to the aims and principles of the CAB service and its equal opportunities policies.
· Ability to travel widely throughout the Merthyr Tydfil Borough.

Citizens Advice Merthyr Tydfil
Your application and our recruitment process

Notes for applicants on completing the application form

Thank you for your interest in this job vacancy. You will find enclosed with these notes a job application form together with information about the job.

The CAB service is trying to work towards equal opportunities for all, both in its work as an advice giving agency and as an employer. It is a requirement of the organization that all employees will work to promote this policy.

The information you provide in your application is the only information we will use to decide whether or not you will be short listed for interview.

Your application form is therefore very important and the following advice is designed to help you complete is as effectively as possible.

Every vacancy is based on a job description which lists the main duties of the post and a person specification describing the skills, experience and qualifications we are looking for. Please read this carefully so that you know what the job involves and the range of expertise required. 

· The form should be completed in black ink or black ballpoint pen or typed.  This will make it easier for photocopying purposes.

· CV will only be considered in addition to completion of the application form.
· One of your referees should be your present or most recent employer.  If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job.  This should not be a relative or purely personal friend.

· The enclosed person specification lists the minimum requirements for this post.  When short listing for interview the selection panel will only consider the information contained in your application form and will assess this against the person specification.

· Commitment to Equal Opportunities policies is essential to all posts. You should clearly show your understanding of, and commitment to, equality issues on your application form.

· The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles. It is therefore important that you use the space provided to demonstrate how you meet the requirements.  Paid and voluntary works are not the only experiences worth quoting. Other life experiences such as community and voluntary work, leisure, political interests. Consider in what ways you have had to develop or use skills relevant to the post.

· If you are short listed for interview, the selection panel will ask you questions based on the person specification which will cover the areas in more detail.
· The following applies only to advisers, and not to other posts. Sections 25 and 26 (1) (d) or (g) of the Immigration Act 1971 are concerned with the following offences: assisting illegal entry, falsifying documentation or obstructing the authorities investigating immigration offences. If you have committed one of the offences above you may still be able to be an adviser; however, we would have to contact the Office of the Immigration Services Commissioner in order to discuss the issues.

· Do a rough draft first to avoid mistakes and repetitions and ensure that the final version is well organised, well presented and relevant.

· The job information will state a closing date for application to be returned by, ensure that your application arrives in time and that you have kept a copy for your reference.

· After the closing date, the applications forms are read carefully to see how each person’s skills and experience relate to the skills and experience required in the person specification, and applicants who meet theses requirements are called for interview. Short listed candidates may also be asked to complete a task as part of the selection process

Monitoring for Equal Opportunities

In order to help us monitor equal opportunities, there is a monitoring form which we ask you to complete. This will be separated from your application form and will not be used in any part of the selection process. The information will however help us to monitor our recruitment and selection procedures in the longer term
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APPLICATION FOR EMPLOYMENT
Merthyr Tydfil Citizens Advice Bureau

Tramroadside North

Merthyr Tydfil

CF47 0AP
____________________________________________________________________________


CONFIDENTIAL

Please complete this form in black ink or type to enable clear photocopying and return it to the above address.

We wish to ensure that comparison between applicants is fair and in line with the Association’s Equal Opportunities Policies.  The information you provide on this form is the only information we will use in deciding whether you will be shortlisted for an interview.  It is therefore essential that you complete the form fully and that you clearly demonstrate how you meet each point on the person specification.  Please note that CVs are not accepted.

Position applied for: Benefits Caseworker
____________________________________________________________________________

Surname:  
         First Name:  


Address:                                                                                      Contact Telephone Numbers

                                                                               Home:
                     

                                                                                Work: 


Postcode:                                                         May we contact you at work? 

When would you be available to take up the post?


	EDUCATION AND TRAINING
Please list any education and/or training (including short courses) that you have undertaken:

Dates
Education/Courses/Training
Qualifications


	REFERENCES
Please give below the name and address of two referees who can comment on your suitability for the post.  These should not include relatives or purely personal friends.  If you have been employed we would normally seek a reference from your present or most recent employer.  If not using your most recent employer, please explain your reasons.

First Referee

Second Referee

Name:

Name:

Position Held:

Position Held:

Address:

Address:

Postcode:

Postcode:

Telephone Number:

Telephone Number:

References will be taken up for applicants who are shortlisted for interview.


Mark ‘X’ in the box if you do not wish us to take up references before interview.




	PAID AND/OR UNPAID WORK EXPERIENCE
Please include your current/previous employment (including job training schemes), voluntary work, community activities, school placements, time caring for dependants etc. Please put in date order, starting with the most recent.  
(Continue on a separate sheet if necessary.)

Date

Name of Employer/Organisation

Nature of Work




	In this section we would like you to give specific information in support of your application. Taking each point of the person specification, demonstrate how you have all the necessary skills and abilities.  (Continue on separate sheets if necessary.) 



	Experience of providing advice on a range of welfare benefits.


	Understanding of the benefit appeal process, and representation.


	Effective communication and presentation skills with particular emphasis on negotiating, representing and preparing reviews, reports and correspondence.


	Ability to generate and develop new partnerships.


	Experience of interviewing clients and understanding of the issues involved.


	Ordered approach to casework and an ability and willingness to follow and develop agreed procedures.


	Ability to work on own initiative.


	Ability to prioritise own work, meet deadlines and manage caseload.


	Proven ability to meet targets.



	Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively.



	Ability to use IT systems and packages, and electronic resources in the provision of advice and the preparation of reports and submissions.


	Ability and willingness to work as part of a team.


	Ability to monitor and maintain own standards.


	Demonstrate understanding of social trends and their implications for clients and service provision.


	Understanding of and commitment to the aims and principles of the CAB service and its equal opportunities policies.


	Ability to travel widely throughout the Merthyr Tydfil Borough.



Have you ever committed an offence under sections 25 and 26 (1) (d) or (g) of the Immigration Act 1971?    YES/NO   (please delete as appropriate)

(For further information please refer to the ‘Notes for applicants’ sent with this form.)

I declare the information given on this form is correct to the best of my knowledge.

(If completing form electronically, please type signature)

Signature:  



Date: 

Closing Date:  12.00pm Monday 14th September 2015.
Interview Dates: Interviews will be scheduled for week commencing 
          21st September 2015.
Please return the form electronically by emailing the application form as an attachment to:

merthyrcab@gmail.com


(An automatic response email will be sent out when your email is received as confirmation.)

You can alternatively post completed applications to:

Lisa Howell-Morgan

Chief Executive

Merthyr Tydfil Citizens Advice Bureau
Tramroadside North

Merthyr Tydfil

CF47 0AP

Equalities Monitoring
Merthyr Tydfil CAB is committed to valuing diversity and promoting equality.  We encourage and welcome applications from suitably qualified candidates from all backgrounds regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.

In order to achieve these aims we need to know about the diversity of people who apply to work in the service.  Please help us by providing the following information. All information will be treated confidentially and will be separated from your application form before making any selection decisions.  This information will not affect your application.

Name: 





Address: 
Post: Benefits Caseworker
Please put a X in the appropriate box

	Are you:
	Female
	

	
	Male
	

	
	
	

	Do you consider yourself to be a disabled person or do you have a long-term health condition?
	Yes
	

	
	No
	

	
	
	

	
	
	

	Ethnic origin

 
	White
	

	
	Black-Caribbean
	

	
	Black-African
	

	
	Black-other
	

	
	Indian
	

	
	Pakistani
	

	
	Bangladeshi
	

	
	Chinese
	

	
	Other (please specify)
	

	
	Prefer not to say
	

	
	
	

	What is your sexual orientation?


	Bisexual


	

	
	Gay man


	

	
	Gay woman / lesbian


	

	
	Heterosexual / straight


	

	
	Other


	

	
	Prefer not to say


	

	
	
	

	Religion or belief

Which of these groups do you most identify with?


	No religion


	

	
	Christian 
	

	
	Buddhist 


	

	
	Hindu 


	

	
	Jewish


	

	
	Muslim


	

	
	Sikh


	

	
	Other, please state………  
	

	
	Prefer not to say
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Data Protection Act 1998








As part of the recruitment procedure we may collect and store sensitive personal data about you. We are required by law to obtain your consent to such data being recorded. It is our policy to store data relating to recruitment procedures for up to a year after the date on which it is submitted. Any information of this nature will be treated confidentially. Sensitive personal data is defined as information relating to any of the following: racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sexuality or sex life, offences and/or convictions.








For the purposes of the Act the Data Controller is Merthyr Tydfil CAB.





I give my consent to sensitive personal information being recorded and stored.


(If completing form electronically, please type signature)








Signed:  								     Date: 
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