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JOB DESCRIPTION

	Job Title Benefits Officer


	Grade: 5

	Division: Deputy Chief Executive’s
	Accountable to: Benefit Team Leader (ASSESSMENT)

	Current Postholder: 
	Responsible for: Nil Staff


	Post No:   F543
	


Purpose of Job: 
To receive, check and assess source documented benefit claims submitted to the council for Housing and Council Tax benefit, and to decide entitlement taking into account the individual personal and financial circumstances of the claim and the interpretation and application of Social Security Law, Human Rights act etc and to contribute towards an effective delivery of the benefit service in line with statutory regulations, National Indicators and council policies.

To maximise, at each stage of the benefit process, the £29million pounds subsidy claimed by the local authority 

To undertake detailed checking of documentary evidence in support of claims to ensure correctness of entitlement in line with statutory regulations and council policies and to monitor financial reconciliation of the benefit system.

To ensure recovery of Housing/Council Tax benefit overpayments in accordance with legislation, BVPI requirements and council policies.

To contribute to the achievement of equality, efficiency and effectiveness in the delivery of the service.

To work to continuously improve the delivery of the Benefits Service in accordance with CPA and relevant legislation.  To actively contribute towards council policies, objectives, strategic and operational benefit functions and promotion of a high quality service delivery.

Duties and Responsibilities
To receive and assess Housing and Council Tax claims ensuring time limits are met in line with National Indicators..

To interpret and apply complex and ever changing legislation, taking prime responsibility for the application of this having regard to any discretionary or procedural decision  being upheld in a court of law or tribunal

Communicate with customers and other agencies at all levels, and interpret data obtained via the JCPlus and Pension Service remote terminals to gather necessary information for the correct assessment of claims with awareness of potential fraud and under the requirements of the verification framework.

Liaise with outside agencies and Local Authority Fraud to ensure relevancy and legitimacy of information provided.

Interview customers both at the Council offices and occasionally in their own homes to investigate, verify and substantiate all information and circumstances both financial and family relating to a benefit claim whilst promoting excellent customer care, benefit take-up but having regard to possible benefit fraud

Provide specialist support to the customer services officers on benefit queries.

Identify overpayments, notify details to concerned parties in line with statutory requirements, make agreements with customers for repayment or take other appropriate enforcement action for their recovery in line with legislation..

Assist with checking of claims and documentary evidence for quality and correctness in line with statutory regulations, council policies and BVPI targets.

Assist with the reconciliation of accounts, benefit system and collation of data for financial correctness to ensure the £21million of benefit awarded can be verified.  

Examine private sector rents based on property details and liaise with the rent officer services as required.

Attendance at court, appeal hearings and meetings as required

Participate in the review of working practices to achieve a consistent approach with prompt and correct payment of both housing and council tax benefit within the statutory regulations and council policies and to achieve performance standards.

Delivery of an effective and appropriate service to all service users, fairly and without discrimination.

As a term of your employment you can be required to undertake such other duties commensurate with your grade, and/or hours of work, as may reasonably be required of you at your initial place of work or at any other of the Authority’s establishments.  

Agreed

Human Resources Advisor
