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MIND IN CROYDONPRIVATE 


PERSON SPECIFICATION - UNIVERSAL CREDIT ADVICE WORKER
PLEASE NOTE THIS POST IS FUNDED ONLY FOR TWO YEARS (there is a possibility it may be continued beyond this time limit if funding can be found)
Below are the essential (E) and desirable (D) attributes we are looking for in the ideal candidate. Please ensure that you address all these when you complete the application form, with examples of how you fit this person specification.

1. WORK EXPERIENCE

1.1 You should have at least one year's work experience in advice work, with a significant Welfare Benefits Advice component. (Experience gained as a volunteer can be counted if it is of equivalent quality to professional experience). Experience of working with people with mental health problems will be an advantage. However, we will consider candidates who have worked with any client group and who can demonstrate a strong knowledge of welfare rights. Please ensure when filling out your application form that you tell us as fully as possible how your experience is relevant (E)
2. EDUCATION

2.1 There are no specific educational or professional qualifications needed for this post. Applicants must however have a high standard of literacy, and proven ability in using written and spoken English to explain complex information face to face, in writing and on the telephone.  Applicants must also have a high standard of numeracy.  (E)
3. SKILLS, KNOWLEDGE AND ABILITIES
3.1 
Detailed and up-to-date knowledge of all Welfare Benefits and Social Security legislation. (E)
3.2  Ability to write clear and concise case records and letters and an understanding of the need for detailed case recording. (E)
3.3  Ability to deal in an impartial and courteous manner with people from different backgrounds with varying levels of communication skills. (E)
3.4  Ability to give effective help to people who may be withdrawn, distressed and/or confused. (E) 
3.5  Ability to maintain standards of work under pressure. (E)
3.6  Ability to work alone on specific tasks. (E)
3.7  Ability to deal with competing demands on your time and to prioritise work appropriately. (E)
3.8  Ability to work effectively as a member of a team and contribute to decision-making. (E)
3.9 Awareness of the issues facing people living and working in a multi-racial community. (E)
3.10 Word Processing and IT skills including the use of databases and the ability to support clients to complete and maintain their Universal Credit (UC) journals online. (E)
3.11 Understanding of the implications that an equal opportunities policy has for the service. (E)
3.12 Understanding of the implications that a confidentiality policy has for the service. (E)
3.13 Ability to promote the service through presentations, creating promotional material, staffing stands at open days etc. (D)

3.14 Ability to gain knowledge of other agencies in the locality which can assist our cilents with UC issues. (E)
3.15 Ability to work with Mind in Croydon’s own caseworkers in terms of referring clients to them to assist with non-UC benefit issues. (E) 

3.16 Ability to work within an AQS accredited service

4. PHYSICAL REQUIREMENTS 

4.1 Sufficient mobility to travel to other parts of the Borough and beyond as required, adaptations can be made. (E)
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