Job Title: Benefits Advisor

Purpose: To provide information, advice and support to clients about benefit applications

Location: Roundmead Hall, Roundmead, Poplars, Stevenage, Herts SG2 9PQ 

Key Responsibilities: 

· Provide information and advice to clients about benefits eligibility

· Maintain client records

· Fill out complex forms manually

· Dealing with clients

· Confidentiality

Reports to: Honorary Treasurer, React Disability Group 

Time Commitment: One day per week (Tuesday) for four hours (10am to 2pm)  for a minimum of three months. 

Essential skills: 

· Good literacy skills

· Focused with good attention to detail

· Good communication skills (written and verbal)

· Knowledge of MS Word and Excel

· Pleasant manner

· Patience

· Reliability

Desirable skills:

· A knowledge of benefits 

· Customer service experience

Support: Training for this position will be provided. Other staff will be available to answer questions and provide assistance. 

Age Requirement: None 

Dress Code: Casual 

Other Notes: Candidates must be willing to undergo a CRB check.
