MARY WARD LEGAL CENTREPRIVATE 

Welfare Benefits Caseworker
April 2018
The Mary Ward Legal Centre

The Mary Ward Legal Centre is a pan-London charity providing free legal advice, casework and representation to people on a low income who otherwise could not afford to enforce their legal rights. Our vision is a society where everyone should have access to advice and representation to enable them to secure their legal rights and entitlements. Through the provision of free legal advice we aim to tackle poverty and disadvantage through maximising incomes, reducing debts, saving homes and improving general wellbeing. The Legal Centre is part of the Mary Ward Settlement.  The Settlement was established in the late 19th century to provide education and social services for the local community.  Free legal advice has been given by the Settlement since this time.
We employ solicitors and caseworkers to provide specialist legal advice and representation in the following areas of law:
· Debt: rent or mortgage arrears; council tax arrears, utility debts; Magistrate Court debts; credit debts; bankruptcy proceedings; Debt Relief Orders; county court claims.

· Housing: homelessness; defending possession proceedings and warrants for eviction; serious disrepair where a tenant’s health is at risk due to poor housing conditions.

· Welfare Benefits: helping people gain their full benefit entitlement through challenging negative decisions.

In addition to our casework service, we run free weekly legal advice clinics, delivered by volunteer lawyers. We have an employment only clinic, a housing clinic and a general clinic which covers the areas of: employment, housing, tax, personal injury, and general civil litigation.  Issues that are covered within these areas, include: employment disputes, workplace discrimination, unfair dismissal, unpaid wages, debts and money claims, evictions and repossession, poor housing conditions, rent deposit claims, injuries at work, and consumer rights.
Each year we give legal advice and support to over 3,000 new clients. This figure doesn’t include work supporting existing clients. 

Over 40 per cent of the people we help report having a disability and/or long-term health condition. Over 60 per cent are from black and minority ethnic backgrounds. 

We run a successful legal education programme on financial capability for Camden residents. These sessions help residents with money management skills and raise awareness of issues surrounding debt and the cost of different forms of credit. 
Clients access the services via appointments and weekly drop-in sessions at our office in Holborn.
The Mary Ward Legal Centre is a registered charity and company limited by guarantee.  The only Company member is the Mary Ward Settlement whose Trustees govern the Legal Centre. 

The organisation employs 24 paid staff. This includes eight lawyers and ten caseworkers, support staff and a director. There are two trainees seconded from Clifford Chance and one from Linklaters – these trainees are seconded for three and six months respectively. 

Staff are divided into the following teams:

· Debt

· Housing

· Welfare Benefits

· Access to Services
· Management Team 

Funding and Income

The Centre has a turnover of approximately £950,000. Funders include:

· Legal Aid Agency
· Money Advice Service – Capitalise debt advice partnership
· London Borough of Camden

· City Bridge Trust
· Trust for London

· Money Advice Trust

· Comic Relief
· Local trusts.
The Legal Centre receives some private sector sponsorship and support from law firms including Linklaters and Clifford Chance. 
Diversity and equality
Mary Ward Legal Centre provides services to disadvantaged people of all backgrounds.  Equality of opportunity is at the heart of the Centre’s practice and policy. We value diversity amongst our paid staff and volunteers.  

We are committed to eliminating unlawful discrimination and promoting equality and diversity within our policies, practices and procedures. This applies to our professional dealings with clients, all staff (including all volunteers), other legal service providers, experts and third parties.
Welfare Benefits Team

The team currently consists of a Team Leader, four welfare benefits caseworkers, a trainee solicitor funded by the Justice First Fellowship, and a trainee solicitor seconded from Clifford Chance. The welfare benefits service is funded primarily from London Borough of Camden funding. We also have funding from City Bridge Trust to help people across London.

This vacancy is to cover sabbatical leave until 30 November 2018. The post is 28 hours a week. It is based in our office in Holborn.

JOB DESCRIPTION
Job title:

Welfare Benefits Caseworker

Reporting to:
Welfare Benefits Team Leader

Purpose of the Post:

To offer a specialist welfare benefits casework service to residents in Camden at Mary Ward Legal Centre’s offices and any outreaches.

To ensure that services are delivered to the highest standard, are accessible and quality assured and where appropriate are delivered in accordance with funder requirements.

Duties and responsibilities:

· To provide specialist advice and casework to users of the Mary Ward Legal Centre on complex welfare benefits and tax credit problems and at any outreach sessions or home visits as required.

· To provide representation to clients at Appeal Tribunals and other relevant hearings, where appropriate.

· To maintain an up to date knowledge of relevant changes in law and policy and undertake training as required.

· To ensure casework complies with funder requirements.

· If applicable, to carry out regular file reviews and provide casework supervision.

· To keep accurate case records and use the appropriate case management systems.

· Liaise with other voluntary and statutory bodies as necessary.

· To work as part of a team.

· To participate in staff and team meetings and contribute to MWLC activities as appropriate.

· To meet agreed targets, manage own workload and provide reports on work as required.

· Work within the policies of the Centre.

PERSON SPECIFICATION

Essential

1. At least two years (full-time equivalent) experience providing specialist level welfare benefits casework.

2. Experience of preparing submissions and representing at appeal tribunals.

3. Thorough up-to-date knowledge of welfare benefits and tax credits law.

4. A commitment to deliver face-to-face advice services to vulnerable and disadvantaged communities.

5. Thorough up-to-date knowledge of benefits issues affecting people with a disability and/or long-term health condition.
6. Ability to manage own caseload and meet agreed targets.

7. Understanding of professional advice standards including concept of conflict of interest and client confidentiality.

8. Good interpersonal skills, including good communication skills both verbal and written.

9. Good attention to detail, well organised and able to keep accurate records.

10. An ability to prioritise your workload with the minimum of supervision.

11. A commitment to the Legal Centre’s Diversity and Equality Policy.

END.

Application No:

Mary Ward Legal CentrePRIVATE 
Application Form

Position applied for Welfare Benefits Caseworker
Family Name:  .........................................................………………..…………......……………

First names: .................................................................……….............…………………......... 

Address .........................………................................................………………….….... 

..................................................................................…….........................…….……...............

……………………………………………………………………………………………………… 

Tel. No ………………………………….     Tel No ………………………………….

(Home)





(daytime)

E- mail: ………………………………….
(Can we contact you by e-mail yes/no)

REFERENCES
Please give the names and full postal address and telephone numbers of two referees (not relatives. One must be your current or most recent employer. 

	Name: ……………………………….…….….

Position held: …………………….……..……

Address: …………………….………………..

…………………………………………………

…………………………………………………

…………………………………………………

Tel no: …………………………………………

Fax no: ……………….……………………….

E mail: …………………………………… 

…………………………………………………


	Name: ………………………….…………………….

Position held: …………………………….……….…

Address: …………………………………….………

………………………………………………..………

…………………………..……………………………

………………………………………………………..

Tel no: ………………………………………………..

Fax no: ……………………………………………….

E mail: ………………………………………

…………………………………………………




I DECLARE THAT THE INFORMATION GIVEN ON THIS FORM IS CORRECT TO THE BEST OF MY KNOWLEDGE
Signed…………………………………….    Date………………………………………………… 

Closing date: 5pm 15th May 2018
Send completed application forms by email to vacancy@marywardlegal.org.uk or post to Mary Ward Legal Centre, 10 Great Turnstile, London, WC1V 7JU.

Application No:…….
	
EMPLOYMENT RECORD – continue on a separate sheet if necessary

Please list all relevant work experience (whether paid or voluntary).  Please include the relevant dates, your job title and the employer's name and address.  The list should include details of your salary for the last 2 years.  Begin with your most recent position.



	A.              MOST RECENT EMPLOYMENT

	NAME AND ADDRESS OF EMPLOYER


	FROM:
TO: 
	POST AND BRIEF OUTLINE OF DUTIES:

	REASON FOR LEAVING:


	
	

	SALARY 



	B.
PREVIOUS EMPLOYMENT 


	NAME AND ADDRESS OF EMPLOYER


	FROM:
TO:
	POST AND BRIEF OUTLINE OF DUTIES:

	REASON FOR LEAVING:



	NAME AND ADDRESS OF EMPLOYER


	FROM:
 TO: 
	 POST AND BRIEF OUTLINE OF DUTIES:

	REASON FOR LEAVING:




(Continue on a separate sheet if necessary)

Application  No:…….
EMPLOYMENT GAPS

	Please give details of all time not accounted for in your employment record above including periods out of work.



	Date

From:      To
	Details

	
	

	
	

	
	


Education and relevant Qualifications

	Name and Address of Institution or Course 
	Course Details
	Qualification obtained.

	
	
	


	Detail any relevant voluntary / community activity or public positions held.




Application No:…….
ACHIEVEMENTS

In this section you should demonstrate how you meet the requirements for the job. Candidates will be short listed according to how their skills, experience and knowledge relate to the Person Specification. Please use a maximum of three sides of A4.

EQUAL OPPORTUNITIES MONITORING FORM

The Mary Ward Centre is committed to achieving a service which provides equality of opportunity and freedom from discrimination on grounds of race, sex, class, sexuality, religion, disability, age or political belief in employment and in all the services we provide.  We also recognise that these discriminations often overlap and that this has a bearing on the experience of the particular group or individual.

As part of the Centre's commitment to making equal opportunities a reality we are monitoring our job applicants.  This monitoring will allow us to evaluate how successful our advertising policy has been.  It is for this reason that we would like you to fill in this monitoring form.  This form will be kept separately from your application.  

You do not have to answer any or all of these questions.  These replies will be treated in strictest confidence at all times and will not be used for any purpose other than monitoring.  They do NOT form part of the selection process.

_______________________________________________________________


PLEASE RETURN TO THE MARY WARD LEGAL CENTRE
Please state:

1. Which job are you applying for?

2. Age ​​​​​​​​​​​​​​​​​​​​​​​​​​
(please circle or underline if sending electronically)



16-21    
22-29     
30 – 39    
40 – 49    
50 – 59      
60+      
​​​​​​​​​​​​​​​​​​​​​​​​​​    

3. Gender :      Male / Female  (please circle or underline if sending electronically)

4. Which of the following best describes you?  (Please mark relevant box)

	Arabic
	
	Asian - Other
	
	Chinese
	
	White (non-UK)
	

	Asian – Bangladeshi
	
	Black - African
	
	Irish
	
	White (UK)
	

	Asian – Indian
	
	Black - Caribbean
	
	Jewish

	
	Other 

(specify below)
	

	Asian – Pakistani
	
	Black - other 

	
	Latin American
	
	
	


If other (please specify)  _________________________________________________________

5. Would you describe yourself as having a disability?

 Yes / No 

6. Where did you see the job advertised? 




If you feel that any aspect of the recruitment process has been discriminatory or you have decided not to apply for the job, please give brief reasons here (attach another sheet if you wish).

END
