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Volunteer Role Outline

Benefits Advocate
Objective
This volunteer position is an integral part of the Information and Advice (I&A) Team. The role involves completing disability benefit forms through face-to-face appointments with older people and their carers or family, usually in their own home. 
The role involves:

· Completing benefit entitlement forms such as Attendance Allowance and Carers Allowance. (Full training will be provided.)
· Raising awareness of and promoting Age UK Devon services to clients.
· Recording details of enquiries in order that I&A advisers can follow up with clients.
Your role will also require you to:
· Discuss the medical history and care needs of clients, employing sensitivity and empathy.
· Identify other issues (e.g. health, care concerns or further benefit entitlement) and refer back to Age UK Devon.
· Be willing to undertake induction and on-going specialist role appropriate training, and adhere to Age UK Devon’s relevant policies and procedures.

· Treat all information obtained in the course of duties in strictest confidence and ensure all client information is recorded on our database, Charitylog, in accordance with Data Protection law.
· Report any concerns, serious or urgent problems to the I&A Co-ordinator.
· Other agreed duties as the role develops.
Skills required for this role are:
· Ability to empathise with others.

· Good verbal and written communication skills.

· Understanding of confidentiality.

· Patience, sensitivity and reliability.

· Ability to respond appropriately to different and sometimes difficult situations.

· Working as a team member, referring to other team members when appropriate.

· Ability to work unsupervised and manage appointments.

· Good computer skills.

· Knowledge of the Benefits System and current Welfare Reform (training will be provided).
Suggested hours:

To be mutually agreed between the volunteer and I&A Co-ordinator, within usual office hours, Monday to Friday.

Location:
We will agree an area you are willing to travel to and work in.

Expenses:
Age UK Devon will repay any agreed travel expenses (bus fares, mileage (40p per mile) parking etc.) on the production of receipts, so that you are not out of pocket.
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