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HOUSING ASSOCIATION



Manningham Housing Association
Job Description
Post Title

Welfare Benefits and Financial Support Officer
Salary 

£25,344 
Responsible to:

Housing Services Manager
Job Purpose:

To deliver a first class service to our customers at the first point of contact.

Dimensions
Responsible for:

No staff

Budget responsibility:
No budget

Key Deliverable and Outcomes
1. Advise and actively assist MHA residents on financial inclusion matters such as welfare benefit claims and income maximization.

2.   Provide a comprehensive service to tenants to ensure full benefit entitlements and to assist vulnerable tenants with benefit and grant applications primarily by way of home visits, with some workshop delivery and outreach events.
3. Submit appeal paperwork when appropriate to ensure customers receive full entitlement to benefits and access grants to reduce debts and improve the financial situation of MHA customers.
4. Identify and promote initiatives to reduce fuel poverty including applying for grants to reduce utility debts.

5. Deliver and manage workshops with customers of all ages to empower and educate them to better manage their money and their tenancies. 
6. Promote and deliver financial inclusion initiatives to ensure customers have the skills, knowledge and confidence to make informed financial choices.


7. Support customers to enable them to have access to an appropriate bank or credit union account.
8. Provide advice and assistance to customers to access affordable credit and money management advice.
9. Work in partnership with internal teams and external providers to improve the quality and efficiency of Welfare Reform and Money Advice service provided to tenants.
10. Maintain good working relationships with external partners, including the Department of Work and Pensions, local authority, and other statutory and voluntary agencies.
11. Keep up to date with changes to welfare benefit legislation and best practice, ensuring that MHA colleagues are kept informed;
12. Deliver training to front line employees on issues relating to Welfare Reform and financial capability to raise awareness and promote the service to tenants.

13. Attend internal/external events and meetings, some of which will be outside normal office hours with occasional evening work.
14. Monitor service performance as required and provide appropriate statistical information and work to specified service targets and standards, as outlined by the Housing Services Manager.


15. To effectively use relevant ICT systems and assist in the creation, development and maintenance of  records, files and statistical information that supports and broadens the scope of information provided by Customer Services. This includes inputting and extracting relevant information.
16. To carry out such other duties as the Housing Services Manager may reasonably request.

17. The postholder’s duties must at all times be carried out in compliance with legislative requirements such as health and safety and all of the Associations policies and procedures in particular the Equality, Diversity & Inclusion Policy and any other policies designed to protect employees or service users.

18. It is the duty of the postholder not to act in a prejudicial or discriminatory manner towards any customers or employees, including discrimination towards anyone under the protected characteristics under the Equality Act 2012.   This includes some of the following age, gender reassignment, disability, marriage and civil partnerships, race, religion, belief and sexual orientation.   The postholder should not accept any such practice or behaviour and should either challenge or report it.

SIGN OFF
	Job Holder:
	Line Manager:

	Signature:
	Signature:

	Date:
	Date:



Person specification - Welfare, Benefits and Financial Support Officer
	Requirements 
	Essential / Desirable 
	Method of identification 

	Education and Qualifications 

	Educated to degree level or equivalent experience.
	Essential 
	Application Form 

	Possess a driving licence and have the use of an insured vehicle for work use.
	Essential 
	Application Form 

	Experience 


	Experience of working in the welfare benefit and housing sector or similar services.
	Essential 
	Application Form / interview 

	Experience of working with customer groups and local communities.
	Essential 
	Application Form 

	Experience of writing and presenting reports.
	Essential 
	Application Form 

	Able to interpret and produce statistical data.
	Essential 
	Application Form 

	An understanding and awareness of housing legislation, welfare benefit legislation and best practice.


	Essential  
	Application Form / interview

	Practical and Intellectual Skills

	Excellent communication and interpersonal skills, both written and verbal.
	Essential 
	Application Form / interview 

	Able to digest complex and legislative information and identify key points for action.
	Essential 
	Assessment / interview  

	Excellent negotiation and PR skills.
	Essential 
	Assessment / interview  

	Knowledge of the legislative and regulatory environment of Welfare benefits and Housing legislation including the Housing Act.
	Essential 
	Assessment / interview  

	Knowledge of welfare benefits and the financial inclusion agenda.
	Essential 
	Assessment / interview  

	Able to deliver key objectives by leading and motivating colleagues.
	Essential 
	Assessment / interview  

	Able to work to deadlines and manage resources effectively.
	Essential 
	Assessment / interview  

	High level of written, presentation and interpersonal skills appropriate to a wide range of individuals and audiences.
	Essential 
	Assessment / interview  

	Able to demonstrate high standards of personal resilience and integrity.
	Essential 
	Assessment / interview  

	Able to work under pressure and public scrutiny and deliver results to tight deadlines
	Essential 
	Assessment / interview  

	Ability to speak fluently a community language spoken in Bradford from amongst the most common South Asian languages (Bengali, Urdu, Punjabi, Hindi).
	Desirable 
	Assessment / interview  

	Willing to develop own skills and evidence of personal development.


	Essential 
	Assessment / interview  


	Personal Qualities 

	Understanding and able to demonstrate the vision and values of Manningham HA.
	Essential 
	Interview  

	Able to use IT software relevant to this job role i.e. MS Office.
	Essential 
	Application Form 

	Ability to make sound judgments on the information available.
	Essential 
	Interview / references  

	Can do attitude to work.
	Essential 
	Interview / references  

	A person with the desire to improve services and performance and make a real contribution to the running of the Organisation.
	Essential 
	Interview

	Energetic personality with a high degree of personal drive and integrity, but with the sensitivity to retain the support of others.
	Essential 
	Assessment / interview  

	Possessing the authority, presence and impact to engage respect from colleagues and from external contacts.
	Essential
	Interview

	Confident and effective decision maker.
	Essential 
	Interview / references

	Able to demonstrate high standards of personal resilience and integrity.
	Essential 
	Interview / references

	Able to work under pressure and deliver results to tight deadlines.
	Essential 
	Interview


The Associations ‘Expectations of our Colleagues’ apply to this role





















