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Helping Hands Caseworker
Job Description — September 2020

Salary: £23,111 pa pro rata

Hours: 37 hours (job-share considered)
Length of contract:  31.01.2021

Responsible to: Operations Manager

Role Purpose:

To deliver the Helping Hands in Hardship project in the post-COVID
environment across Telford & Wrekin area in conjunction with partner
organisations, Stay, Mind and Telford Crisis Support, especially for the
most vulnerable people.

1. Specific activities
1.1 Helping Hands in Hardship Project

* Receive referrals from partner organisations, internally and from
individuals and ensure that these are actioned in a timely fashion
by the appropriate project partner.

* Undertake assessment with clients and completion of individual plans.

* Deliver information and advice to vulnerable people who have
a financial crisis as outlined in the service model.

* Undertake home visits and meetings at community venues so that
an effective service is delivered to vulnerable people in crisis.

* Ensure that, once the immediate crisis has been dealt with, that suitable
onward referral is made, either to other Helping Hands services or
externally.

» Deliver resilience-building activities for vulnerable adults in conjunction
with partners, for example, group work or classes.

» Deliver outreach at community venues.

» Deliver service provision to ensure that it reaches the widest possible
range of people eligible for the project.

« Complete required monitoring against project KPIs
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2. General activities

2.1 Casework

* Provide casework for Helping Hands clients

« Act for the client where necessary by calculating, negotiating, drafting
or writing letters and telephoning.

* Negotiate with third parties as appropriate.

* Ensure income maximisation through the take up of
appropriate benefits.

* Assist clients with other related problems where they are an integral
part of their case and refer to other advisers or specialist agencies as
appropriate.

* Ensure that all casework conforms to the bureau's Office Manual and
the Advice Quality Standard as appropriate.

* Maintain case records for the purpose of continuity of casework,
information retrieval, statistical monitoring and report preparation.

» Ensure that all work conforms to the bureau's systems and procedures.

2.2 Administration

* Maintain local information systems.
* Maintain close liaison with relevant external agencies.
* Maintain a library of reference material and case law.

2.3 Marketing and relationship building

* Help establish, develop and maintain a range of partnerships to
reach vulnerable people and to gain support for the project.
 Build and maintain good working relationships with staff
and volunteers of other agencies that we work with
» Ensure effective operation of internal and external referral systems
* Help develop literature to promote the project and carry out
other marketing activities.
» Attend relevant external meetings.
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2.4 Research & Campaigns

* Assist with research and campaigns work by providing
information about clients' circumstances.

* Provide statistical information on the number of clients and nature
of cases and provide regular reports.

* Monitor service provision to ensure that it reaches the widest
possible client group.

» Alert other staff to local and national issues.

2.5 Other duties and responsibilities:

* Promote the aims, policies, and membership requirements of the
CAB service

* Uphold the aims and principles of the CAB service and its
equal opportunities policies.

» Together with colleagues, ensure the delivery of CAT&W services to the
highest quality.

* Beresponsible for own professional development. Identify and
implement own learning and development needs.

« Use IT for statistical recording, record keeping and
document production.

« Carry out administrative tasks related to the job.

+ Participate fully in the life of CAT&W, attending meetings,
internal planning events etc.

» Abide by health and safety guidelines and share responsibility for own
safety and that of colleagues.

* Be mindful of own wellbeing and support needs and to
communicate these effectively to the line manager

« Carry out any other appropriate tasks requested by line manager to
ensure the effective delivery and development of the CAT&W services.
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