CAMBRIDGESHIRE COUNTY COUNCIL

People and Communities
	JOB DESCRIPTION

Job Title:  Education Welfare Benefit Officer
Service:     Education Operations
Directorate:  Education
Reports to: Lead Education Welfare Benefit Officer
Grade:  4
Location: New Shire Hall,  Alconbury Weald, 
Hours: 37  hours


	Job Purpose:  

To provide an efficient and effective Education Welfare Benefit Service to schools, settings and families from low incomes within the Education Operations Service in accordance with government guidelines and legislation and local policy.
To ensure all applications received are recorded accurately within Capita One.


	Principal Accountabilities

1.  To undertake tasks required in the processing of applications for Free School Meals, Funded Two’s and Early Years Pupil Premium (EYPP) in accordance with government guidelines and legislation and local policy including:

· Inputting and matching to, and extracting information from Capita One;
· Checking and verifying information provided to determine eligibility, including use of Electronic Checking Service (ECS) and paper proof of benefits, to ensure benefits are paid only to those who are entitled in accordance with government guidelines and legislation and local policy;
· Checking and verifying continuing entitlement to Free School Meals, Funded Twos and EYPP using ECS and corresponding with claimants where a possible change in entitlement is identified; 

· Maintaining databases and spreadsheets required by the Team for analysis, budget and reporting purposes.

· Corresponding with parents/carers, schools and early years providers/settings to confirm entitlement to benefits, and signposting/advising parents where entitlement to additional benefits are identified, also explaining why entitlement has been refused using knowledge of national benefit system;
· Acting as the first point of contact for all enquiries made in respect of Education Welfare Benefits, discussing eligibility and the application process in writing, by telephone, online or face-to-face;

· Providing guidance and information to both schools, early years providers/settings and parent/carers, where appropriate;
· Identifying solutions to complex cases and responding to customer complaints both verbally and in writing;

2 To undertake tasks required in the preparation of guidance and information to external customers to ensure all relevant parties are fully informed of the Education Welfare Benefits available, including:

· Preparing and co-ordination the printing of leaflets, posters and forms for distribution in a timely manner;
· Designing and delivering presentations to relevant user groups, both external and internal;

· Maintaining dedicated webpages on the County Council website to ensure information published is up-to-date and accurate in relation to Education Welfare Benefits.

3 To contribute to the programme of continuous improvement in respect of data systems, processes and procedures including quality assurance and customer service levels, including;

· Putting forward recommendations to improve the quality of publications and information provided to parents, schools and settings in relation to Education Welfare Benefits;
· Providing consistent and relevant information to schools, early years providers/settings, parents/carers and other interested parties;

· Actively seeking and developing systems to promote Education Welfare Benefits to families from low income.
4 To contribute to the overall efficiency, effectiveness and flexibility of the Education Service providing support to teams as required to meet service demands and to deputise for the Lead EWBO in their absence.
5 To undertake own personal development including;
· Maintaining knowledge of legislation and government guidance in relation to Education Welfare Benefits delivered by this service are up-to-date and accurate;
· Maintaining general knowledge and understanding of the national Welfare Benefits system.



CAMBRIDGESHIRE COUNTY COUNCIL

People and Communities
	PERSON SPECIFICATION

Job Title:   

Education Welfare Benefit Officer
Section:     

Education Operations
Directorate:  

Education 
Reports to:   

Lead Education Welfare Benefits Officer
Grade:         

4
Location:    

New Shire Hall,  Alconbury Weald
Hours:         

37  hours 



	The following criteria are appropriate for this post.  You must meet the essential criteria in order to be shortlisted for the post and it would be advantageous if you meet the desirable criteria.

Education, Qualifications & Training

Essential:
· 5 GCSEs at Grade C or above, including English and Maths; or equivalent
Desirable:

    NVQ level 2; or equivalent 
    ECDL/CLAIT
Knowledge & Experience

Essential:
· Knowledge and understanding of the welfare benefits system and the ability to interpret benefit legislation to apply the statutory requirements in relation to welfare benefits and to identify other benefit entitlement
· Proven experience of, and confidence when, using Microsoft Word and Excel 
· Knowledge and experience of using Email as a communication tool

· Knowledge and experience of using Internet as a research tool
Desirable:

· Demonstrable previous experience of using calendar and task bar within Microsoft Outlook

· Knowledge, understanding and ability to input and access information from the Grants and Benefits Module (a unique module used by the Education Welfare Benefit service)
· Knowledge and understanding Early Years Funding Scheme 
· Knowledge and understanding of Equal Opportunities legislation, statutory requirements and County Council policy and procedures 

· Demonstrable experience of use of Microsoft Access and/or alternative database systems
Skills & Attributes
Essential:

· Excellent communication skills and the ability to ensure the provision of relevant information to all interested parties;
· The ability to remain calm and professional at all times;
· The ability to use tact and diplomacy when dealing with both external and internal customers;
· The ability to work well under pressure, as part of a team and using own initiative


	


	Core Behaviours
	

	Working Together  
	· I liaise with customers and colleagues;

· I carry out my work to standards agreed with my line manager and outlined in my job description;

· I establish credibility and work co-operatively with colleagues and customers;

· I maintain good practice as well as making future improvements.

	INTEGRITY
	· I set out clear expectations to other about what I can deliver;

· I communicate outcomes effectively.



	respect for others and public resources
	· I act in a considerate way towards colleagues and customers;

· I act and respond sensitively when using and working with our resources.

	excellence
	· I consistently meet my objectives;

· I can identify and deliver excellent practice in my work.
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