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Job Description 
 
Job Title:		Welfare Benefits Adviser
Location:		Blackburn Central Library 
Accountable to:	Team Leader 
Salary:			Grade 3- £32,585 per annum pro rata for part time
Hours:			Part time - 28 hours per week
Contract: 		Fixed term until 30th June 2027
Leave:			30 days holiday per annum plus bank holidays (currently 8 per year).                             
This is pro-rated for employees working less than 35 hours per week

About Shelter  
 
Home is a human right. It’s our foundation and where we thrive. Yet every day millions of people are being devastated by the housing emergency.
 
We exist to defend the right to a safe home. Because home is everything,
 
We need ambitious, passionate people to join us. This is your chance to play a part in the fundamental change we are striving to achieve.
 
Our enemy is the social injustice at the core of the escalating housing emergency. To win this fight, we must be representative of the people we are here to help and those who support our movement. In all our people decisions, we take pride in being inclusive, equitable and transparent. We are committed to combating racism both within and outside Shelter. We welcome you on our journey to becoming truly anti-racist.
 

Why Join Shelter?   
 
We welcome anyone to apply who possess the qualities and behaviours outlined or who believes they have the propensity to learn them fast. You will be joining an inclusive and supportive team who welcome people from all backgrounds. What’s important isn’t your level of education or the opportunities which you have had, it’s about you and how you seize the opportunities ahead of you.  
 
Shelter promotes equality, diversity and inclusion in our workplace. We make employment decisions by matching business needs with skills and experience of candidates, irrespective of age, disability (including hidden disabilities), gender, gender identity or gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, or sexual orientation. 
 
We are happy to talk about flexible working, personal growth, and to promote a workplace where you can be yourself and achieve success based only on your merit. We also offer the following benefits: 

· Flexible working hours 
· Flexible working practices 
· 30 days paid holiday plus bank holidays  
· Competitive pension scheme  
· Salary sacrifice schemes  

Diversity Statement 
 
At Shelter we are united by our purpose to defend the right to a safe home; our enemy is the social injustice at the core of the escalating housing emergency. We believe to win that fight; we must be representative of the people we are here to help and those who support our movement for change. In all our people decisions, we take pride in being inclusive, fair, equitable and transparent.  
 
We have committed to combat racism both within and outside Shelter and welcome you on our journey to becoming a truly anti-racist organisation.  
 

About the role 
 
As a Welfare Benefits Adviser, you will deliver a specialist advice service addressing a range of issues from benefit entitlement checks, to supporting with claims, to providing representation at appeal tribunals and utilising legislation and your experience to complete submissions. You will manage a varied caseload and work in partnership with colleagues in the Hub to support clients in crisis to maximise their income and secure accommodation. 

Role specific responsibilities: 
 
· Deliver high quality Welfare Benefits advice and support across the community, and manage a varied caseload 
· Ensure quality standards of advice and casework are met and contribute towards contract reporting 
· Ensure client details are entered onto a case management system 
· Keep up to date on changes in legislation, utilising this in your day-to-day casework
· Support with the development and delivery of training/ rights awareness for staff, volunteers and wider stakeholders 
· Record quantitative and qualitative data in order to build knowledge and understanding so we can deliver systems change 
· Utilise evidence and insight and identify trends to actively contribute to local plans and priorities, Shelter’s national strategy and consciously align your work with Shelter’s purpose  
· Maintain and foster relationships with external partners to achieve Shelter’s and partners’ aims. This could include health services, Local Authorities, housing providers and any communities identified as part of local priorities.  
 
 
Anti-racism and fighting social injustice  

· Take an anti-racist approach to your work and learning  
· Work with your team and across Shelter to identify and understand how racism impacts on housing and how an anti-racist approach will help to address the barriers to safe housing.   
 
Involvement and Participation 
 
· Ensure that people with lived experience of homelessness have opportunities and are encouraged to share their story, give their views and participate in the design and delivery of Shelter services 
· Work with colleagues to facilitate opportunities to promote Shelter, give voice to people with lived experience and develop community engagement and activism locally. 
 
Volunteering 
 
· Offer day to day support to volunteers, providing learning, shadowing and mentoring.  
 
Ambassador for Shelter 
 
· Demonstrate Shelter’s purpose and be a consistent role model for our values  
 
Health and safety 
 
· Follow Shelter’s health and safety policy in all areas of work (e.g. lone working and site risk assessment protocols), raising concerns and taking action to mitigate risk   
 
Safeguarding 

· Recognise and act on safeguarding concerns, in line with Shelter’s policy and procedures; take a collaborative approach to reduce risk; learn from safeguarding incidents and share best practice  

About you  
 
You will be someone who can demonstrate the following knowledge, skills and experience: 
 
· Experience, knowledge of and/or proven ability in Welfare Benefits advice and advocacy and the ability to progress to specialist level knowledge   
· Ability to carry out casework related interviews, maintain detailed case records, advise and support clients to make informed decisions 
· Ability to listen to, engage and work with individuals and communities 
· Experience of delivering and/or ability to deliver group workshops and presentations  
· Ability to work collaboratively with people from other teams and organisations   
· Ability to deploy flexible time management skills across a range of tasks and responsibilities  
· Ability to understand data and present information in a logical and clear way 
· Effective communication skills with all stakeholders, including people with lived experience of homelessness  

 



Required behaviours 
 
The Shelter Behaviours demonstrate the attitudes and approaches we take to our work; from how we do things, how we treat each other and expect to be treated both internally and externally.  They help us to have the culture we need to deliver our ambitious strategy.   
 
At Shelter we have 5 overall behaviours, that are each made up of 3 descriptors, these are outlined below. 
 
We work together to achieve our shared purpose   

· by actively collaborating and putting trust in the people we work with 
· by recognising the contribution of others 
· by carefully considering the “how” when taking on new projects and initiatives 
 
We prioritise diversity and have an inclusive and open mindset   

· by not tolerating and actively tackling racism and any other forms of hate and discrimination 
· by creating safe spaces for people to be their authentic self, challenge each other and learn 
· by being compassionate towards the people we work with and prioritising each other’s wellbeing  
 
We enable decision making 

· by giving people the tools, they need to make well informed decisions 
· by being accountable for the decisions we make 
· by delegating authority to those closest to the work 
 
We create change and align behind our strategy 

· by participating in change initiatives that deliver our strategy 
· by supporting tough strategic choices 
· by saying no to work that does not serve our purpose 
 
We are open to risk and learning from our experiences 

· by learning from our failures and successes 
· by being reflective and giving and receiving feedback 
· by being proactive and taking initiative 
 

Other information 
 
· All staff should adhere to Shelter's Equality Policy and will be expected to play a key role in its successful implementation. 
· This post is not exempt from the Rehabilitation of Offenders Act. 



 
Please note 

This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment. 
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