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	Name of Role          FORM FILLER


	Role Description

Main duties:

· To assist service users in completing various benefit claim forms, particularly Attendance Allowance, in their own homes

· To undertake training and refresher courses as required

· To adhere to Age UK Stafford & District’s policies and procedures, with particular reference in respect of Information and Advice.

Person Specification

· Good communicator

· Good listening skills

· Knowledge of the benefits system

· Good administrator

· Car user essential



	Time and Place of Commitment

· In the service user’s home at a time of mutual convenience



	Responsible to

· Signpost Team Leader
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