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PERSON SPECIFICATION:  BENEFITS OFFICER                                                                       POST REFERENCE: 101155
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.


	REQUIREMENTS
	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	· Educational/vocational/ occupational qualifications and/or training

· Specific qualifications (or equivalents)


	5 GCSE’s or equivalent Graded A to C – Including English and Maths (F)
	Possess or currently studying for IRRV qualification(F)

	· Work or other relevant experience


	Recent experience of assessment in the following areas:- 

· Housing Benefit

· Free School Meals

· Local Council Tax Reduction    (F) (I)

Evidence of recent ability to operate Northgate I World product and I Enterprise Document Management (F) (I)


	Evidence of previous experience of supervising clerical staff (F) (I)

Evidence of experience of input and retrieval of information using Word and Excel (F) (I)

Evidence of previous experience of producing basic documents using Word (F) (I)



	ESSENTIAL/DESIRABLE CRITERIA WILL BE VERIFIED BY:   F = FORM           I = INTERVIEW          T = TEST(S)           R = REFERENCE(S)
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	REQUIREMENTS






	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	· Skills, abilities, knowledge and competencies


	Able to interpret complex Regulations and information and an ability to convey it to colleagues and members of the public (I)

Knowledge of Council Purpose (I)

Sets goals or deadlines that are realistic (I)

Manages time effectively, ability to prioritise (I)

Able to organise their own workload (I)


	Knowledge of other means tested benefits, i.e. DWP/

Universal Credit  (I)

Sound knowledge of Housing and Council Tax benefits legislation (I)



	· General competencies


	Is open to and learns new technology (I)

Maintains a professional approach in all circumstances (I)

Willingness to work additional hours/overtime occasionally
	

	  ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)


Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 
On-going Training Requirements

The post holder will be required to undertake the following mandatory/essential training at the frequency indicated.

	Mandatory/Essential Training
	Frequency

	Internal updates and briefing sessions. All DWP and legislative releases. 


	As and when held / relevant.


Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 
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