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Job Description
FUNDING AND BENEFITS OFFICER 
Reporting to:


Funding and Benefits Team Leader
Working closely with:
Funding & Benefits team, Finance team, Shared Lives Coordinators and admin teams
Located:


Devon office 
Main aim of post

To manage an allocated caseload of work relating to the maximisation of benefits for those living in our long term services and to support the Senior Funding and Benefits Officer in the wider management of  benefit and funding issues.
Duties to include
Welfare Benefits and funding

1. To maintain a good understanding of all relevant welfare benefits for those using our long term services
2. To undertake the financial assessment process for all allocated long term services.
3. To undertake the maximisation of benefits process for an allocated caseload of people in a timely manner working with the Shared Lives Co-ordinators.
4. To support the Shared Lives carers and those living in our long term services to deal with correspondence from external agencies relating to benefits and finance.

5. To query and challenge decisions regarding benefits and funding where they seem incorrect or inappropriate for the needs of the person in liaison with the Senior Funding & Benefits Officer.

6. To liaise with the Funding & Benefits Team Leader about the securing of appropriate and timely funding approval for each long term service. 
Contact and communication with staff and Shared Lives carers

7. To be the first point of contact for Shared Lives carers and those using our long term services regarding all enquiries on benefits and funding issues.

8. To advise Shared Lives carers, appointees and those using our services on finance and benefit issues relating to the individual circumstances of each person in writing and/verbally, working closely with the Shared Lives Co-ordinators.
9. To make occasional visits to those using our services, Shared Lives carers and external appointees about funding and benefits issues as needed, working closely with the Shared Lives carer.

10. To be the main point of contact for all Shared Lives staff in Devon & Torbay with regard to Long term service issues for finances and benefits
11. To support the funding and benefits team in all aspects of Funding and Benefits training for Shared Lives South West carers and staff.

Information management and record keeping

12. To prepare all information required by the Senior Funding & Benefit Officer for reconciliation purposes in order that payments to Shared Lives carers can be made in a timely and accurate manner. 
13. To ensure that the records for all benefits claimed and received for those receiving a long term service (written and electronic) are accurately maintained (including meeting the requirements of audit) and monitored. 

14. To calculate overpayments, and liaise with the Senior Funding & Benefit officer regarding arrangements for the recovery and monitoring of overpayments with providers, those using our long term services and appointees.
Working with the Funding and benefits team

15. To advise the Senior Funding and Benefits Officer promptly of any complex benefit issues or potential bad debts, for referral to the Funding and Benefit Team Leader. 
16. To support the funding and benefits team with project work, the implementation of strategic initiatives and the updating of policies and procedures.
17. To deputise for the Senior Funding and Benefits officer if required and appropriate

18. To attend team meetings, meetings with purchasers if necessary and supervisory sessions as required.

19. To attend welfare benefits training as and when required.

General

20. Maintain confidentiality at all times and ensure observance of the Shared Lives South West confidentiality policy.

21. Undertake any other duties as directed by the line manager that may be appropriate to this post.

22. To contribute to the active development of the role to meet the needs of Shared Lives South West.
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