City of Wolverhampton Council
Person Specification
Job Title:  Benefits Support Worker – Macmillan Welfare Rights Service

	Job Purpose and Role: To Support the Macmillan Welfare Rights Officer in delivering a Welfare Rights Service to people affected by cancer living or receiving treatment in Wolverhampton and to be responsible for the efficient case recording, collation of statistical information and administrative functions relating to the service.

	FACTORS


	ESSENTIAL
	DESIRABLE
	HOW

IDENTIFIED

	QUALIFICATIONS
	O Level/GCSE/CSE 1 or equivalent in Maths and English.  
	NEBSM/BTEC National or equivalent.
	Production of

Certificates

Test at Interview

	TRAINING
	Evidence of pursuit of training designed to enhance administrative skills 
	Training in:

· Administration

· Basic benefit awareness/
· administration

· Telephone technique


	Application

Form.

Interview

References.

	EXPERIENCE
	Experience in comprehensive administrative work.

Experience of operating IT

Recording and information systems and in the operation of Excel, Access, Internet etc.


	Experience of:

· Systems organisation

· Work of a Social

Services Department

· Financial Systems

· Computer Systems

· The benefit and tax credit systems
	Interview.

References
Test.

	SPECIAL KNOWLEDGE

AND SKILLS
	· Meeting deadlines and managing workload effectively

· Proven ability in maintaining accurate information

· Reliability in recording referrals and enquiries received and management of booking systems
· Proven ability in  producing statistical reports as and when required

· Understanding of the benefits issues people affected by a long-term condition, terminal illness or disability often face and the role of specialist welfare rights advice services in resolving these.
	Knowledge of

Departmental structure / procedures.

Skill at developing systems and processes.

Ability to follow Departmental policy.
Knowledge of the benefit and tax credit claiming process.


	Interview.

References
Test.

	PERSONAL QUALITIES
	Ability to:

· Work on own initiative 

· Work Flexibly and as part of a team

· Communicate effectively

· Maintain accurate information
	Ability to register and complete benefit claim forms.


	Interview. 

References.

	INTERESTS AND

MOTIVATION

RELEVANT TO

THE JOB
	Balance of detail consciousness and person orientation.

Interests in the professional activity of Welfare Rights.

Commitment to the effective working of the Department and its services to the public.
	
	Interview. 

References.

	COMMITMENT
	Commitment and understanding of the Equal Opportunities Policy of the Council and

its implications to Service

Users and employees.
	Evidence of previous activity in the field of Equal Opportunities.
	Interview. 
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