Ballynafeigh Community Development Association (BCDA) 

Job Description

Job Title           
`
BCDA Advice and Advocacy Caseworker
Hours
 


37.5 hours per week

Salary 


£22.895 gross per annum, plus 5% pension contribution
Responsible to 
BCDA Director/CEO, in association with the Community Facilitator/Deputy Director


BCDA Team
 

Advice & Advocacy 


BCDA leads the South Belfast Independent Welfare Rights Consortium, also comprising Windsor Women’s Group, South City Resource Centre and the Belfast Group of Citizen’s Advice Bureaux. 

Job summary 
The members of the Advice & Advocacy team work and collaborate to organise and implement BCDA’s free, holistic and impartial generalist Advice & Advocacy Service. This involves the day-to-day operation of all BCDA’s generalist welfare rights services, delivered in Ballynafeigh Community House and in its six associated outreach centres, in Belvoir, Cregagh, the Market, Donegall Pass, Lower Ormeau Resident’s Group and Taughmonagh, including carrying out the comprehensive, timely and accurate recording of all Casework, utilising the Advice-Pro Case Recording system. The team is also responsible for the operation of two weekly drop-in advice sessions and for organising BCDA’s Volunteer Solicitor’s Legal Advice Rota. BCDA also expects the members of the Advice team to have the capacity to implement occasional local tribunal representation cases as required.
Other BCDA 


BCDA is a member of, and contributes to, the Belfast 

Partnership


Advice Group (BAG) which promotes and delivers

Engagements.
Tribunal representation across the city and also hosts an Advice Worker from the Advice NI Welfare Rights Mitigation Project. 
Responsible to 

BCDA’s Director/CEO (in association with BCDA’s 




Community Facilitator /Deputy Director).
Duration of post 
until end March 2018, with possible extension, subject to funding. 

Funded by 
Belfast City Council 




Duties in Detail

Overview

BCDA requires that all staff deliver their duties and project work with integrity and that they fulfil their obligation to protect the good name and reputation of BCDA.  
Most importantly, all staff must appreciate their primary commitment to the welfare and wellbeing of their service users, complying at all times with BCDA’s community development and shared neighbourhood principles and ethos, as well as with the organisation’s policies and procedures. 
(a) Generalist Advice and Casework
Under the direction of BCDA’s Director/CEO, and in association with the Community Facilitator/Deputy Director, the Advice and Advocacy Worker, will work in partnership with his/her colleague in the Advice and Advocacy team and volunteers , to implement BCDA’s confidential, free, quality, and independent, generalist,  Advice and Advocacy Service. This will involve-
· Delivering advice and information sessions  in Ballynafeigh Community House, including arranging two drop-in advice services per week and a weekly Solicitor’s Legal Advice Rota, as directed;
· Collaborating with his/her colleague in the Advice and Advocacy team to ensure the effective delivery of all outreach sessions in Cregagh, Taughmomagh, Belvoir, Lower Ormeau, Market area and Donegall Pass areas and in any areas that may be developed in the future, as resources permit;
· Actively supporting  service users in the pursuit of their rights and entitlements;

· Carrying out follow up work  promptly and efficiently as required;

· Maintaining timely and up to date case records using the Advice-Pro case-recoding system
· Collating comprehensive data on service use, benefit uptake, types and categories of enquiries, including financial claw backs and information about other issues and challenges as these arise or as directed
· Producing quarterly and six-month statistical reports or other documentation as directed;

· Carrying  out periodic user profiles and quality of life surveys as directed;

· Identifying cases for appeal, and either preparing and representing service users at tribunal, or referring/signposting cases to other appropriate agencies as  appropriate;

· Identifying and liaising with BCDA’s Director in relation to personal training needs, complying with BCDA and Advice Sector training requirements and emerging benefit changes or associated matters;

(b)
Contributing the development of Advice and Advocacy Services, based at BCDA and through the South Belfast Independent Advice Consortium
· Helping to build, develop and facilitate a network of service relationships in each community where the Service operates, as appropriate;
· Representing the Advice Service on local Boards/Board of Directors and agencies in participating community groups/projects, as invited;
· Identifying and highlighting welfare rights issues and concerns as they arise in associated communities; 

· Attending all Advice team meetings, project meetings, South Belfast Advice Consortium meetings and other meetings as required.
· Maintaining and contributing to the development of relationships with statutory agencies.
(c) Other Activities 

· In association with Advice team colleague (s) preparing progress and statistical reports and other documentation as required;
· Promoting the Service and BCDA by producing publicity material, flyers, advice leaflets and other publicity information as required;

· Representing BCDA and the Advice Service at Seminars, Workshops and Conferences, as required;
· Actively participating in ongoing BCDA and Advice Service reviews and evaluation processes, preparing progress reports and other documentation, including contributing to the BCDA Annual Report, as required[
· Undertaking any other reasonable duties consistent with the aims and objectives of BCDA and of the South Belfast Independent Advice Consortium as required.
