MIDLOTHIAN COUNCIL

job summary

Section 1

	JOB TITLE:         SCOTTISH WELFARE FUND ASSESSOR
	POST NO(S): NEW

	JOB PROFILE:      AS 2 – Grade 3

	SECTION/UNIT:       REVENUES, CORPORATE RESOURCES

	DIVISION:                  PLACE

	REPORTING TO:      revenues GROUP LEADER

	REPONSIBLE FOR:  n/a


	JOB PURPOSE:
The post holder will form part of the revenues team specifically making decisions on applications for financially based welfare and support funds including Scottish Welfare Fund and Discretionary Housing Payments in line with legislation, guidance and regulations.


	MAIN DUTIES:
Assess and make decisions on claims for financially based welfare and support funds, etc, whether new, changes or reviews in line with Government legislation including liaison with external agencies and accessing external computer systems. (Department for Work & Pensions, Rent Registration Service, Registered Social Landlords, HMRC and other Local Authorities).
Assess and make decisions on requests for explanation or written statements of reasons and provide referrals to Revenues Group Leaders for reconsiderations and first stage financially based welfare and support funds Appeals.
To make assessments for Crisis Grants, Community Care Grants and Discretionary Housing Payments. This includes gathering information and communicating decisions to claimants either in writing or by telephone. 

Provide advice, assistance and guidance to customers, employees and external agencies on any aspect of financially based welfare and support funds, including Scottish Welfare Fund matters as required including as necessary making or arranging payments to individuals.
Maintain a detailed knowledge of all legislation, guidance and regulations and actively participate in all learning and development activities as necessary to achieve personal and team performance objectives and targets. Support colleagues by sharing knowledge and experience and contributing to on the job training as required.

Promote and deliver high quality customer-focused services and efficient and accurate processing of enquiries through written, referred, face to face and telephone contact using a range of computer based systems.

Support and assist the Revenues Group Leaders in achieving the service’s performance objectives and quality criteria by achieving a high standard of speed and accuracy on the workload on an on-going basis.
Use initiative to deal flexibly with customer enquiries, applications and requests within Council procedures and use good judgment on when to deal with enquiries personally and when to seek advice to ensure accuracy, efficiency and good customer service are maintained and improved.

Undertake a range of general administrative and office duties as required, in order to contribute to the efficient running of the service.


	% OF TIME



	KNOWLEDGE:

Essential

Evidence of competency in literacy and numeracy skills such as a minimum of three standard grades level 3 passes or above to include Mathematics and English, or equivalent.  

Computer literate with a good working knowledge of operating databases and the Microsoft Office suite of programmes.

Desirable
Knowledge of the Scottish Welfare Fund
Experience of working in a high volume, office based customer focused environment.
Experience of discretionary fund decision making




Structure Chart:








Revenues Manager (Operations)








Group Leader








Scottish Welfare Fund Assessor 









