Person Specification

Job Title:	Welfare Rights Officer		

Reporting to: Income Maximisation Team Leader	

	Criteria
	Assessment
Method
	E
	D

	Skills & Qualities
	
	
	

	Excellent interpersonal skills and Customer Centred approach, including diplomacy, negotiation, tact and able to build rapport to form effective working relationships with tenants, internal and external customers
	AF/I
	*
	

	Excellent written and numeracy skills, able to make clear concise notes and calculate income management figures
	AF/I
	*
	

	Competent in using Microsoft Office Packages (e.g. Excel, Word,), social media and the ability to use a Housing Management System
	AF/I
	*
	

	Trustworthy, able to deal with sensitive issues, ethically and with integrity
	AF/I
	*
	

	Good team working, able to work across organisational teams and departments
	AF/I
	*
	

	Ability to meet demanding personal and team deadlines
	AF/I
	*
	

	Ability to recognise problems, analyse and implement effective solutions 
	AF/I
	*
	

	Able to use their initiative, along with the ability to lead and develop continuous quality improvement in service areas
	AF/I
	
	*

	
	

	Experience & Knowledge
	Assessment Method
	E
	D

	Experience of working with the public, statutory agencies, and housing departments
	AF/I
	*
	

	Experience of welfare benefits/rights, showing a track record of maximising rent payments with uptake of housing benefit and universal credit
	AF/I
	*
	

	Experience of debt management/negotiation, maintaining customers contact and signposting support  
	AF/I
	*
	

	Knowledge of social landlord policies and practices related to social housing tenancy and related issues
	AF/I
	
	*

	Experience of case management/record keeping
	AF/I
	
	*

	Knowledge of current issues surrounding social housing and how these affect our customers
	AF/I
	
	*

	
	
	
	

	[bookmark: _Hlk107327646]Demonstration of the Values
	
	
	

	Respect - We treat everyone with empathy and kindness
	I
	
	

	Inclusive – We aim to meet individual needs and recognise diversity
	I
	
	

	Integrity- We act with integrity and honesty at all times
	I
	
	

	Improvement- We aim to continuously improve what we do to benefit our customers, staff and stakeholders
	I
	
	

	Support -Supportive in our approach to customers, staff and stakeholders
	I
	
	

	

	
	
	

	Qualifications
	Assessment Method
	E
	D

	Possession of a relevant professional qualification or knowledge and ability at an equivalent level
	
AF
	*
	

	

	Other Requirements
	Assessment Method
	E
	D

	Hold a driving license and have use of a car, insured for business use, during the working week
	AF
	*
	

	Flexibility to work occasional out with office hours e.g. for evening visits to tenants
	AF/I
	
	*



Essential Criteria - Applicants are required to meet all essential criteria to be considered for shortlisting. Where an essential criteria is highlighted in bold, a higher weighted score will be given to applicant’s attitude in that area.

Assessment Method -Applicants should note that the method of assessing individual applications is given in the assessment column (ASS Method) as follows: AF – Application Form; I-Interview, P – Presentation, PSY – Psychometric testing

