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Job Description and Person Specification – Welfare Rights Adviser

	Location
	Bradford

	Post
	Welfare Rights Adviser    

	Salary
	£12,760 (£16.36 per hour/ £31,476 FTE) + CSY Pension

	Hours
	15 hours  

	Contract Type
	Up to 2 year 9 months Contract 

	Reports to
	Senior Welfare Rights Adviser

	Organisation Expectations

	Cancer Support Yorkshire provides free practical and emotional support to people affected by cancer, including welfare rights advice for cancer patients, carers and families. The Welfare Rights Adviser will provide a comprehensive income maximisation service, helping clients understand and access benefits, grants and other sources of financial support, while working sensitively with people who may be newly diagnosed, seriously ill, bereaved or experiencing financial hardship.

	Purpose of the Post

	1
	To work as part of the Cancer Support Yorkshire team to deliver high quality welfare rights advice, casework and practical support that improves financial wellbeing for people affected by cancer.

	2
	To manage referrals, assess client need and provide timely advice by telephone, face-to-face, online and through outreach or home visits where appropriate.

	3
	To carry out holistic interviews with clients and carers, identifying welfare benefit entitlement, financial pressures and wider support needs.

	4
	To provide clear, accurate and tailored advice that promotes independence, dignity, wellbeing and informed decision-making.

	5
	To provide welfare benefits advice and related casework for cancer patients, including people receiving palliative care, their families and carers, supporting claims from initial enquiry through to outcome.

	6
	To liaise and negotiate with statutory bodies, including the Department for Work and Pensions, HM Revenue and Customs and local authorities, to progress claims, resolve issues and challenge decisions where appropriate.

	7
	To provide sensitive follow-up support to carers and family members after bereavement, including signposting to appropriate services.

	8
	To identify and apply for charitable grants and other sources of financial assistance where these may benefit clients.

	9
	To work collaboratively with health, social care, voluntary sector and advice partners, actively signposting or referring clients where needs fall outside the remit of the service.

	10
	To provide services flexibly, including appointments at Cancer Support Yorkshire premises, by telephone or online, and in homes, hospitals, hospices or community settings where appropriate.

	11
	To deliver advice and casework in line with relevant quality standards, organisational policies, confidentiality, safeguarding and data protection requirements.

	12
	To maintain accurate, timely and confidential case records using electronic case management systems and organisational recording processes.

	13
	To provide information for monitoring, audit, evaluation, funder reporting and service improvement.

	14
	To maintain an up-to-date working knowledge of welfare benefits, relevant legislation, cancer awareness, equality and diversity, safeguarding and organisational procedures through training and professional development.

	General Requirements 

	Eligibility to work in the UK

	Demonstrate understanding and commitment to equal opportunities and diversity

	To work within Cancer Support Yorkshires policies and procedures at all times

	To support the Director in developing and sustaining the Organisation and undertake any other duties as requested



Person Specification
	Theme
	Essential
	Desirable

	Knowledge and experience
	At least two years’ recent experience delivering welfare rights advice by telephone and face-to-face; up-to-date welfare benefits knowledge; experience of casework, income maximisation, claims, reviews and challenging decisions; awareness of the financial and social impact of cancer, illness, caring and bereavement.
	Experience of providing advice in health, cancer support, palliative care, voluntary sector or community settings; experience of tribunal preparation or appeals representation.

	Advice and client support skills
	Ability to assess client needs holistically, explain complex information clearly, communicate sensitively with distressed or vulnerable clients, maintain professional boundaries and tailor advice to individual circumstances.
	Experience of bereavement support, home visits, outreach appointments or working with interpreters.

	Casework, quality and administration
	Ability to manage a caseload, prioritise competing demands, meet deadlines, keep accurate and concise case records, use Microsoft Office and electronic case management systems, and contribute to monitoring and evaluation.
	Experience using Citizens Advice case recording systems, Advice Pro software or similar benefits calculation tools.

	Partnership working
	Ability to build effective relationships with health, social care, statutory, voluntary and advice sector partners; confidence liaising with agencies on behalf of clients; ability to signpost and refer appropriately.
	Experience delivering information sessions, service promotion or awareness raising to professionals or community groups.

	Values, conduct and requirements
	Commitment to equality, diversity, confidentiality, safeguarding and person-centred support; empathy, professionalism, resilience and good judgement; eligibility to work in the UK; ability to meet enhanced DBS requirements; ability to travel effectively to service locations as required.
	Knowledge of Cancer Support Yorkshire services and local support networks across Bradford, Airedale, Wharfedale and Craven.
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