Job Description 

Visiting Caseworker – Services & Grants (Home based) 
Interim Role  

Starting Salary:  £39,095

Responsible to: Casework Manager  

Responsible for: No direct reports 

The role is home based with the expectation of regular travel across the North West of England and to the London office. 

Key purpose  
To work hand in hand with each referred client, conducting an initial in-depth face-to-face or telephone assessment of need, providing expert advice, guidance, advocacy and case management to assist people in solving or managing a variety of problems, and / or crisis, which occur in their lives. 
To monitor and manage a complex caseload of clients, showing progress through BWC client service offer and closing cases once the presenting issues have been managed.  

Principle accountabilities  

Casework Support 

· Receive referrals from the Casework Manager, and gather as much information as possible in order to fully understand the client's journey and reason for referral 
· Contact clients to arrange a mutually convenient appointment in order to conduct an in-depth assessment of client’s needs  
· Support clients on an ongoing basis either face to face, by telephone, or by video call in order to build relationships and gather information about the immediate and future level of support needed 
· Provide advice, advocacy, support and guidance to clients in multiple areas including (but not limited to) welfare benefits, budgeting, housing, employment, care, debt and wellbeing.  Research and propose an appropriate tailored course of action, confirming in writing so as to manage the client expectations and agree commitments  
· Provide budgeting advice and support clients to maximize their income, through benefit claims, and referrals to appropriate debt advice, and to make effective grant applications to other charities, agencies and discretionary funding.    
· Provide specialist advice and casework to clients, in all areas of welfare benefits. Assist clients with challenging their benefit decisions, through detailed written submissions at mandatory reconsideration and appeal stages. Provide representation at first tier tribunal hearings and any other relevant hearings where appropriate.    
· Support vulnerable clients with the BWC grant application process and write detailed grant reports to support the application.  
· Support clients who are experiencing fuel poverty, with applying to utility discount schemes and grant application.  
· Refer clients where appropriate to BWC partners and liaise with partners on support provided to clients.   
· Provide expert support and guidance on safeguarding issues and make appropriate referrals in line with BWC policy and procedures  
· Work with a range of statutory and other agencies such as occupational therapists, local councils and home improvement agencies to carry out further assessments in support of grant applications and proposals, and to access statutory funding such as disabled facilities grants.  
· Keep up to date with changes in legislation and benefits that may impact or affect allocated clients, supplying them with advice and guidance as and when necessary. Identify areas of learning and attend relevant training courses.  
· Provide a listening ear to clients when needed, keeping in touch throughout their time of need in order to develop a relationship built on openness and trust. 
· Ensure clients are treated with dignity and respect taking account of an increasing need for equality and diversity in the way in which clients are managed and the types of services offered. 
· Implement boundaries and ensure the client is clear about them in order to avoid creating over dependence on the relationship / charity. 
· Maintain safe working practices and ensure that lone working, safeguarding and confidentiality procedures and policies are adhered to at all times. 
· Share insights with Client Adviser team and contribute to ongoing service development to ensure that the support meets the evolving needs of the client. Participate in de-briefing with the Casework Manager and team, voicing any concerns regarding the impact that particular cases may have upon you personally, particularly when handling distressing cases. 
 
Project Management of Large Grants and Adaptations 
· Identify suitable suppliers who can provide aids and adaptations or building contractors on behalf of Clients, if needed, or identify local agencies to work with clients on large projects.   
· Monitor progress of large grants ensuring that the outcome meets the client’s needs and represents good value for them and the charity 
Administration 
· Maintain up-to-date information and input accurate data into the CRM database regarding each client / case. Maintain case records for the purpose of continuity of casework, information retrieval, statistical monitoring and report preparation.  
· Ensure prompt payment of invoices and monitor large cost projects reconciling invoices against work completed 
· Book and plan meetings and travel arrangements, being flexible to meet the needs and availability of clients using time efficiently, this may occasionally involve an overnight stay, or travel outside normal business hours. Manage and complete work-related expense forms, and business credit card forms, with relevant receipts and invoices.  

Any other reasonable duties within the scope, spirit and purpose of the job, as defined by the Casework Manager. 

Role Dimensions  
No people responsibility 
No budget responsibility 

Contextual Information: 
The role is home based but also involves travel to visit Clients (across the North West of England) and there is an expectation of travel to the office (in London) on a monthly basis, unless required otherwise. There is an expectation that travel is on public transport where possible.  

BWC have assessed the post of Visiting Caseworker as requiring an Enhanced level of disclosure.  Any applicant who is offered employment will be subject to a Disclosure & Barring Service (DBS) check from the DBS before the appointment is confirmed. 

Person Specification 
	Qualifications & Training 
Method of Assessment: Application & Certificate Check 

	Essential requirement 
	Desirable requirement 

	Not applicable 
 
	Degree level or equivalent 

	Experience & Knowledge  
Method of Assessment: Application & References 

	Essential requirement 
	Desirable requirement 

	Significant experience of dealing with people in distress or in crisis situations, living with a disability or long-term health condition acting with integrity and fairness while providing practical, long-term solutions. 
 
Experience of managing clients to a high standard with excellent customer service skills.  
 
Experience of providing advice, advocacy, support and guidance to clients in multiple areas such as welfare benefits, budgeting, housing, employment, care, debt and wellbeing.  
 
An understanding of safeguarding, confidentiality and data protection procedures.  
 
Experience of partnership working and managing referrals. 
 
	 
Grant administration experience. 
 
 
Experience of representing clients at benefit appeal and tribunals  

Experience of project managing large scale projects on time and on budget. 
 

	Skills & Abilities  
Method of Assessment: Application, Interview & Tests, if applicable 

	Essential requirement 
	Desirable requirement 

	Ability to assess complex cases and prioritise the needs of clients, face-to-face and over the telephone. 
 
Experience of the welfare benefits system and the ability to provide benefit checks on behalf of clients. 
 
Ability to collate information and use it to produce accurate, detailed and objective reports.  
 
A proven knowledge of the charity sector, agencies, contractors and local authorities. 

Excellent administration skills. 
 
Highly effective communication skills: ability to write clearly, succinctly and correctly, avoiding jargon or complicated language. 
 
Database and CRM system experience at a reporting and process level. 
 
	Ability to identify areas for improvement (team services, processes). 
 
 

	Personal Qualities / Competencies 
Method of Assessment: Application, Interview, References & Tests, if applicable 

	Essential requirement 
	Desirable requirement 

	Ability to prioritise and manage own workload and diary. 

Ability to show empathy with individuals who have suffered recent traumatic events. 

An ability to be patient in dealing with people who may be confused and worried and embarrassed about contacting a charity for assistance. 

Aligned and proactive in delivering the BWC purpose; upholds ethics and BWC values by demonstrating integrity, caring, respect, achievement and fairness. 
 
A proactive, can-do attitude and happy to work in a small team. 

Follows procedures and instructions and keeps to schedules. 

Adaptable to changing circumstances and accepting of new ideas and initiatives. 
 
	Ambition to work in a digital, early intervention growth environment. 
 


 
 
 
 
 
 


