BRIGHTON & HOVE CITY COUNCIL                                      3093bm14
JOB DESCRIPTION
Job Title: 

Welfare Support Manager
Reports to: 

Revenues & Benefits Manager
Resource Unit:
Finance & Resources
Team:


Revenues and Benefits
Purpose of the Job

Provide managerial support to the Council’s corporate welfare strategy by either providing project support to the corporate programme or by directly managing officers within the Revenues & Benefits service to provide welfare rights advice and training, support for benefit capped households, or the administration of discretionary awards in relation to hardship and vulnerability.
Principal Accountabilities

1. To work directly for senior and other management in undertaking service reviews relating to the impact of changes in the Government’s welfare strategy and the development of the Council’s response to mitigate negative impacts and design systems to administer reliefs, discretions and awards. This work may include undertaking research, data analysis, options development and appraisal (involving identifying efficiencies), devising and co-ordinating the implementation of action plans and reporting and presenting findings to senior officers.
2. To ensure the Council provides a welfare rights advisory, casework, representation at appeals and training service, co-ordinating and prioritising the work to respond to changing demands and to align with the Council’s strategic intent. 
3. To provide a structure for the provision of comprehensive welfare benefit training to teams across the council and third-sector organisations, developing and delivering a programme of courses that adapts to ongoing national and local legislation changes. 
4. To be responsible for the administration of Local Discretionary Social Fund in accordance with the policy and within the confines of the allocated budget.

5. To ensure the optimal use of discretionary awards to alleviate hardship in accordance with the relevant policies and the confines of the specific discretionary budgets.

6.  To recruit, train, motivate, develop, advise and manage staff who work with customers suffering hardship or vulnerability because of issues with economic wellbeing or financial inclusion with the objective of providing holistic solutions for those customers and to minimise financial risk to the council.

7. To facilitate effective partnership arrangements with voluntary agencies/ welfare agencies/ government services acting on behalf of the council, or independently from the council to ensure a collaborative and co-ordinated approach to welfare provision in the city.
8. To supervise staff dealing with enquiries from customers claiming Universal Credit or welfare benefits administered by external organisations, and/or Housing Benefit and Council Tax Reduction, to provide a holistic approach and outcome for customers.

9. To advise and inform senior management (Revenue & Benefit Management, relevant boards or officers, Directors) on findings, issues, risks and opportunities for service improvement or change management. 

10. To use corporate project management standards to deliver projects on time and within budget that meet user acceptance criteria. This to include:

· developing, leading and managing multi-disciplinary and multi-agency project teams to ensure projects are successfully delivered;
· working with clients to devise and challenge business cases for change. To define project scope, boundaries, and negotiate acceptance criteria and timescales with clients; and
· analysing financial and other resource requirements of projects and ensure project budgets are appropriately managed and meet the council’s standing orders.
11. To keep abreast of welfare related legislation and government initiatives and provide expert advice so training programmes and service designs have an optimal impact.

12.  To quickly develop a detailed knowledge and understanding, and gather information from a wide variety of sources in diverse and often complex service areas.
13. To arbitrate on complex and contentious case decisions where judgement and interpretation are required.

14. To monitor staff performance and capability, instigating action under the Council’s procedures. 

15. To carry out duties in accordance with the Council’s Equalities and Health & Safety Policies.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.
Person Specification 
Job Title:

Welfare Support Manager 

Directorate:

Finance and Resources 

Service:

Revenue and Benefits 

Job related education, Qualifications
and Knowledge 

· Degree or equivalent experience or an accredited PRINCE2 practitioner or comparable management qualification or equivalent experience 
· Detailed knowledge of the legislation and administration of  Housing Benefit, Council Tax Reduction, Benefit Caps, Universal Credit, Tax Credit, PIP, ESA, JSA and Social Fund Schemes

· Knowledge of the interrelationships between central government, local government and the voluntary sector in the provision of welfare support

· Knowledge of  research methodologies, tools and techniques

Experience
· Significant experience of working in a welfare benefits environment including analysing business performance and managing change
· Experience of developing and  leading project teams
· Experience of devising and delivering training programmes
· Experience of undertaking business/process reviews and process mapping, including analysis of current practice and performance, development of innovative solutions and appraisal of options
Skills and Abilities 
· Ability to work in a multi-agency environment and developing effective relationships and partnerships
· Ability to lead and influence without having direct management responsibility through listening, persuasion, challenging, negotiation and motivational skills
· Ability to recruit, train, manage, develop and motivate staff
· Excellent verbal and written skills; able to present reports and briefings and deal with a wide range of individuals and groups and able to explain complex issues logically and coherently 
· Politically sensitivity and diplomacy to work on issues that are key to the Councils main priorities 
· Ability to prepare and delver implementation plans
· Ability to manage project and discretionary budgets and assess the broad financial implications and resource requirements of projects
· Ability to think strategically and laterally as well as focus on the detail
