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Advice Worker
Job Description

	Job Title
	Advice Worker  

	Team
	Our Way Leeds

	Responsible to
	Senior Advice Worker

	Responsible for
	N/A

	Hours
	37

	Salary
	Scale 15, £28,028

	Leave
	29 days, rising incrementally to 33 after five years service


	
	Purpose of the job

	
To provide advice, casework and consultancy support in respect of welfare rights and housing issues to young people accessing Our Way Leeds (OWL) Young People’s Services and to colleagues involved in this service provision. 

OWL is a consortium with GIPSIL as the lead provider alongside Inspire North and Turning Lives Around. OWL provides a wide range of interventions to prevent homelessness, four types of supported housing and pre and post-tenancy support schemes for young people & young people leaving care including unaccompanied asylum seeker children. Young people can be single, young families or couples. 
 
You will be based at Archway Resource Centre and deliver drop-in sessions at TLA and Inspire North offices to provide support to young people and housing support workers. You will hold a caseload of young people working with them to maximise their income, a critical part of this is ensuring accurate case notes and monitoring systems are kept up to date.



	Key Responsibilities

	
Service Delivery 
 
· To provide accurate and timely income maximisation; benefits and housing advice to young people and colleagues. 
· To manage own caseload with minimal supervision, including casework and advocacy up to and including representation at appeal tribunals. 
· To provide an advice service which is flexible to need and which will likely include home visits, emails, telephone as well as community based appointments.
· To be able to develop, a wide knowledge base in relation to welfare rights and housing law for the benefit of young people, the Advice Team and the organisation as a whole. 
· To assist young people, who are frequently engaged in a chaotic period in their lives, to maximise their income, including through the take up and maintenance of welfare benefit claims. 
· To assist in the minimising of the accrual of rent arrears and in the recovery of arrears resulting from any underpayment of Housing Benefit.  
· To liaise with Leeds Benefits Service, the Dept. for Work & Pensions and other relevant external organisations and funding agencies.  
· To engage in and assist in the provision of ongoing training in welfare rights and income maximisation to support workers within OWL.
· To compile and maintain full, timely and accurate case notes in respect of work undertaken and to the standard expected from an AQS Quality Marked organisation. 
· To participate in support planning in collaboration with the young person, housing support workers and other Advice Service staff where appropriate. 
· To ensure young people are safeguarded by working within OWL’s relevant procedures and carry out duties in accordance with GIPSIL’s values.
· Using strength-based, restorative and trauma informed practice putting young people at the centre of support.

Safeguarding 
 
· Ensure the welfare of the young people in the service is at the forefront of the support you deliver and that changes to risk are identified and escalated appropriately.
· Follow Gipsil’s safeguarding policies and procedures you will be expected to refer any safeguarding concerns you have, in the first instance, to your line manager, service manager or a safeguarding lead.

Team and Interagency Working 
 
· To work in a supportive, collaborative manner with colleagues within Gipsil & OWL and other relevant agencies to maximise best possible outcomes for young people. 
· To engage with and refer to all OWL, GIPSIL, partner agency and other relevant staff to ensure that service users have access to all appropriate opportunities and services. 
· To lead by example and support solution focussed and restorative approaches. 
· To work collaboratively with colleagues, stakeholders and young people. 
· To share information as appropriate, adhering to the service and organisation’s confidentiality policy.  
· To represent OWL in a professional and knowledgeable manner. 




	General

	
· Take a positive approach to professional development by updating skills and knowledge to ensure quality service delivery  
· To take part in regular, reflective supervision and appraisals to ensure both the delivery of a good quality service and personal and professional development. 
· To attend any required training that will increase knowledge and proficiency in your specified area of work. 
· To attend any meetings as deemed necessary by management. 
· To work collaboratively and restoratively with colleagues, stakeholders, people we support, consortium partners and other agencies. 
· To contribute to the effective monitoring and evaluation of Gipsil/OWL services and ensure all outcomes are evidenced. 
· To work within the organisational policies, procedures and values, including the organisation’s Equality & Diversity Policy, promoting diversity and difference in all aspects of work. 
  
Please note this job description is intended to provide a guide to the general duties and responsibilities of the role the post holder is expected to adopt a flexible approach to the tasks. It should not be regarded as a contractual document.  It will be reviewed regularly and may be varied at the discretion of the OWL Partnership.
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