Job Title:   Benefits Case Worker

Location:  Community Base, Brighton

Hours:  30 hours per week

(additional evening/week-end work will be required for which TOIL may be taken)

Salary:   £23,000 p.a. plus pension (FT)/ PT pro rata. Actual salary £18,400
Accountable to:   Strategic Development Manager
Fixed term until July  2021
Purpose of Job:

 

To ensure the provision of high quality support services for adults with Asperger Syndrome (AS) or High Functioning Autism (HFA) that facilitate independent living and personal empowerment. The aim of this project is to support our service users through the provision of advice and guidance regarding all UK welfare benefits and to support with all aspects of the application, review and appeals process, including support with completing benefit forms, attending face to face assessments, generating supporting letters and acting as a representative at appeal tribunals. This role will also require you to assist in the provision of general case work, including supporting with activities and supporting with marketing and publications and to implement and maintain administrative systems for report writing and monitoring purposes, including client database, newsletters and website.
1. Job Specific Areas of Responsibility:
The duties set out in this Job Description are to be carried out in accordance with the Staff Handbook.
a) Member support 
· To provide specialist benefits case work to adults with AS or HFA. This includes; advice, guidance, advocacy, completing application forms, writing supporting letters, attending assessments and tribunals, and liaison with statutory services and benefit agencies as appropriate. 
· To research and disseminate changes and updates in the welfare benefits to Assert staff, trustees and service users through a variety of channels, including regular benefits updates in the quarterly Assert newsletter. 
· To provide more general case work as required. 

· To ensure that work is undertaken in accordance with the Henry Smith Foundation Project Outcomes, Change indicators and timescales. 
· To attend regular casework supervision meetings with the Strategic Development Manager (SDM).  

· To help maintain and further develop Assert’s service provision for adults with AS or HFA, including supporting at our monthly drop-in group and monthly social events, walking group and general activities. 
· To help provide support services for the parents, partners and carers of adults with AS or HFA, as needed.
· To engage with the Autistic community and remain up to date on related developments in research and social policy.
· Keep up to date with changes in benefits provision and entitlements and attend training relating to benefits provision as required.      

· To represent the organisation and to promote Assert’s aims and objectives. 

· To educate and raise awareness amongst the wider public in all matters relating to the autism spectrum. 

· To support Assert colleagues in developing and delivering training to other organisations and professionals as required. 

b) Administrative support 

· To ensure the smooth running of the Assert office and to be one of the first points of contact for all enquiries whether in person or on the telephone or by email. 

· To undertake all monitoring and evaluation for the Lottery funded project in accordance with contract requirements. This includes: quarterly monitoring, mid-year reviews, end of year project reviews and end of grant project review. Additional monitoring may be required as requested by the SDM. 
· To assist enquirers in accessing appropriate services, taking due consideration to ensure privacy and confidentiality.  

· To develop and maintain appropriate and accessible administrative systems and procedures for all aspects of the organisation’s work, including computer back-up, email and telephone response management, maintaining supplies of stationery and consumables, the maintenance of membership files and the production of service statistics. 

· To produce regular computer generated statistical and narrative reports according to the needs of the organisation.   

· To support with marketing materials, including but not limited to: The Assert Quarterly newsletter, the website, the Lottery’s requirement for the production of the ‘Wider Services Guide’ and a ‘Guide To Benefits’. 

2. Organisational responsibilities

· To contribute to the purpose and strategic aims of Assert. 
· To contribute to the welfare and wellbeing of staff, volunteers and the members. 

· To uphold the commitment of Assert in the provision of equal opportunities in all aspects of its work. 

· To take part in meetings, discussions, training and working groups as appropriate. 

· To perform other duties as may reasonably be allocated by the SDM from time to time.
3. Variation Clause

Assert reserves the right, following full and reasonable consultations with the post holder and with her/his Trade Unions or other representatives, to vary, add to or alter any of the terms and conditions of employment attaching to the post of Benefits Case Worker
