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JOB DESCRIPTION
Job Title: 


Welfare Benefits Casework Assistant 
Hours: 
21 per week (after 2 month induction period at 14-21 hours a week by mutual agreement)
Salary


£19206.60 pro rata 
Responsible To:
Welfare Benefits Team Leader
Key Responsibilities 
· To co-ordinate the effective administration of the Legal Advocacy Support Project (LASP).

· To support caseworkers and specialist volunteers working in the Legal Advocacy Support Project (LASP) with administrative tasks, mainly relating to Employment and Support Allowance and Personal Independence Payment appeals.

· To be responsible for file management and maintaining casework records.
Main Duties 
1. To receive and respond to client enquiries, to communicate with clients by telephone, email, post and face-to-face, to assist with ongoing casework administrative tasks, to maintain effective case recording and to ensure deadlines are met. 
2. To organise the opening of client files, the recording of information on the Case Management System, the preparation of client care letters and the initial progress of cases.

3. To provide ongoing casework support, to maintain casework records and to oversee file closure procedures.

4. To recruit and induct specialist volunteers.
5. To train and supervise the LASP volunteers who carry out administrative and paralegal tasks.

6. To oversee the maintenance of volunteer contact details, rotas and records.
7. To continually evaluate and improve templates, procedural guides, training materials and publicity to support LASP.
8. To attend appropriate training courses and read relevant publications in order to maintain and develop professional expertise.
9. To attend staff and team meetings and undertake tasks allocated at such meetings and to attend Board of Trustee meetings when appropriate.
10. To attend regular supervision meetings to discuss job performance and personal career development and to prepare suitably for these meetings.
11. To undertake any other tasks to support the efficient operation of the Law Centre.
12. To ensure all Law Centre policies are implemented including the Equality and Diversity policy.
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