GENERALIST ADVICE WORKER
One year fixed term contract
Salary: £23,834 per annum pro rata
Hours: 28 hours per week
Advice worker with knowledge of debt, welfare benefits and housing needed
for face-to-face and telephone advice in Bradford, working from The Girlington
Centre and three outreach venues. Ideally you will have two years’ experience,
and having worked at the Advice Quality Standards (AQS) will be an advantage.

For details and a recruitment pack, please email:
vacancies@girlington.org.uk

Closing date: Wednesday 19th January 2021 at 12 noon

Job Description
Generalist Advice Worker - Bradford

Hours:

28 hours per week

Accountable to:

The Girlington Centre Manager

Function:
The post holder will deliver outreach welfare rights advice including benefits, debt, housing,
and income maximisation in GP surgeries, Children Centres and other community venues.
The post holder will have to travel to outreach venues in the Bradford West area and will be
able to self-supervise and support the Advice team in delivering welfare rights advice,
information and advocacy.

Key tasks

1. Provide comprehensive and accurate advice on welfare benefits advice and
casework covering the full range of benefits and welfare reform changes, providing a
generalist advice service in the following areas: debt, housing and welfare benefits.
2. Work with the outreach venues to provide an outreach advice service to users of the
agency
3. Carry out in depth benefit and income checks and ensure income is maximized
through take up of appropriate welfare benefits and grants.
4. Support clients through the process of negotiation with creditors in order to stabilize
their debts, both priority and non-priority, working with the Specialist Debt Advice
Worker to prevent where possible court actions for debt against clients. Prepare
financial statements and assist clients in prioritizing debts.
5.

Act for the client and take on casework where necessary to progress the client’s
case.

6. Negotiate with third parties as appropriate on behalf of clients both orally and in
writing.
7. Assist clients with other related problems that are an integral part of their case by
advice and referring internally/externally to other agencies.

8. Maintain accurate and organized case records and undertake follow up work arising,
work within deadlines, including monitoring the work, reporting and keeping statistical
records in line with the requirements of the funders and the Project Manager.
9. Recognize cases where more specialist benefits or debt advice is required and refer
clients to Specialist Benefits and Debt Advice Worker.
10. Keep up to date with case law in benefits, by reading periodicals/internet and
undertaking training and developing skills and expertise in identified areas of Welfare
rights advice.
11. Work at all times to the Advice Quality Standard policies and procedures
12. Meet all targets as set by funders and Canterbury Advice Centre objectives
13. Work as part of a team member of the Advice Team to deliver advice at the centre,
outreach venues and on home visits.
14. To attend staff meetings and any other meetings at the Girlington Centre and any
other meetings as requested by the Centre Manager.
15. Ensure you have an understanding (appropriate to your role), and comply with The
Girlington Centre’s procedures for promoting and safeguarding the welfare of
children and vulnerable adults.
16. To work flexibly as may be required by the needs of the service and carry out any
other reasonable duties as required.
17. To comply with The Girlington Centre’s Health and Safety Policy, Data Protection
Policy and to protect the health, safety and welfare of themselves and others.
18. To implement the principles of The Girlington Centre’s Equality and Diversity Policy
in every aspect of their work and positively promote the principles of the policy
amongst colleagues, service users and other members of the community.

.

Person Specification
Generalist Advice Worker - Bradford

1. Two years’ experience of welfare benefits casework in either a paid/unpaid setting.
2. Experience of managing your own caseload and ability to demonstrate an ordered
approach to managing an advice work caseload methodically and within defined
systems and procedures.
3. Ability to speak fluently in Urdu and /or Punjabi.
4. Up to date knowledge of legislation, case law and procedures relevant to Welfare
Benefits and some knowledge of debt advice procedures and process.
5. Excellent numeracy skills with the ability to carry out and prepare accurate benefit
calculations.
6. Ability to communicate effectively and professionally both verbally and in writing, with
clients and a range of organizations.
7. Ability to prioritize tasks, to identify and work to key dates, deadlines and to manage
time effectively using own initiative.
8. Proven ability and willingness to meet targets, including organizational objectives and
funder targets.
9. Willingness to attend relevant training and apply it to the work.
10. Excellent computer literacy including Microsoft Word, Outlook, Explorer.
11. Demonstrate an understanding of safeguarding issues and relevant procedures
appropriate to your role.
12. Commitment to Family Action’s Equal Opportunities Policy and ability to reflect upon
Equality and Diversity issues taking appropriate action.
13. Ability to work on own initiative and commitment to working effectively as part of a
team.
14. Understanding of the issues involved in interviewing vulnerable clients and the ability
to communicate effectively and sensitively with clients.
15. Ability to work flexibly, and a willingness to work out of hours on occasions

