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Welfare Adviser

Job Description 

Role: Welfare Adviser (Trainee role considered)
Location: Holloway, London (Hybrid)
Salary: £28,000 plus pension (Trainee salary £22,000)
Hours: 35 hours per week  
Contract: Initial one year fixed term contract 
Reporting to: Operations Manager

Founded in 1984, Arachne Greek Women's Cypriot Group provides welfare advice and support, accessible groups and classes, and volunteering opportunities to help women across London improve their lives and reach their full potential. We also provide opportunities to celebrate the Greek and Greek Cypriot community. We welcome women of all ages, ethnicities, and backgrounds. Last year we were proud to support 490 women across London.

This new role, kindly funded by the National Lottery Community Fund, will join our front-line advice team responding to client enquiries.

Arachne is an AQS, Financial Conduct Authority and OISC registered welfare, debt and immigration advice provider, working in partnership with statutory and non-statutory services across London. Our advice team deal with a full range of issues from debt and benefits to healthcare, housing and immigration. You may be tackling fuel poverty, identifying unclaimed benefits or helping your clients navigate the health and social care system. You’ll be making a real difference to women’s lives every day.

The right candidate will be given scope and training to specialise in benefits and health casework.

Overall Purpose of the Job
The purpose of the job is to provide person-centred welfare benefits advice, information and advocacy for women in Greater London. The Adviser will also refer clients to our other services, as well as externally to legal aid, housing departments, adult social care etc, to help them access the support they need.

Key responsibilities

Advice giving
· Triage clients to find out what support they need and identify the best way to help them.
· Deliver advice and information through face-to-face appointments, telephone and email.
· 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 Arachne resources to find, interpret and communicate the relevant information to clients.
· Complete benefits checks and debt assessments when appropriate.
· Empower clients to take positive steps to resolve the problems they face.
· Research and explore options and implications so that clients can make informed decisions.
· Act for the client where necessary using appropriate communication skills and channels.
· Complete benefits forms and charitable grant applications to a high standard on behalf of the client.
· Refer internally or to other specialist agencies as appropriate.
· Facilitate workshops and information sessions related to welfare benefits, health and life skills in partnership with external agencies
· Maintain detailed case records for the purpose of continuity of casework, information retrieval, service monitoring and report preparation.
· Complete required training to comply with quality assurance processes.

Professional development
· Keep up to date with legislation, policies and procedures and undertake appropriate training.
· Attend relevant internal and external meetings as agreed with the line manager.

Other duties and responsibilities
· Carry out administrative tasks and any other tasks that may be within the scope of the post to ensure the effective delivery and development of the service.
· Demonstrate commitment to the aims and policies of Arachne.
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.

Person Specification

Essential
· Experience of delivering welfare rights-based advice or advocacy work.
· Experience of performance measurement and evaluation systems.
· Experience of using Microsoft Office packages and carrying out internet research.
· Experience of taking appointments, accurate record keeping and filing, both electronic and paper.
· Ability to maintain a high degree of confidentiality in relation to a range of sensitive information required.
· Ability to communicate fluently in a London community language and English.
· Ability to work to targets and manage time accordingly.
· Awareness of the social issues which cause disadvantage and inequality.
· Ability and willingness to work as part of a team.
· Commitment to continuous professional development and developing knowledge and skills in advice topics.
· Ability to commit to and work with the aims, principles and policies of Arachne.
 
Desirable
· Experience of outreach and community-based work.
· Experience of planning and facilitating training and workshops on issues related to welfare benefits.
· Certificate in Generalist Advice Work or equivalent qualification.
· Ability to communicate in Greek.

How to apply
For an informal discussion about the post, please contact Catherine Deakin, CEO, by emailing catherine@arachne-group.org.

Further information about Arachne is available at www.arachne-group.org

To apply, you will need to send a full CV and a covering letter clearly demonstrating how you meet the job description and person specification to info@arachne-group.org

Please note this service is run by women for women and is therefore restricted to female applicants under the Equality Act 2010, Schedule 9, and Part 1. Section 7(2) e of the Sex Discrimination Act 1975 applies. We encourage and welcome applications from women of diverse cultures, abilities, perspectives, and lived experiences. 

The closing date for all applications is Monday 11th September at 9am. Interviews will be held in the week of the 18th September.

As part of safer recruitment practices, we carry out pre-employment checks including references, Disclosure and Barring Service (DBS) and right to work in the UK checks. We look forward to receiving your application.
Arachne is a registered charity in England and Wales (1075807)
image1.jpg




