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Job description

	Job Title    
	Welfare Rights Administrator

	Reports to
	Natasha Clee

	Direct Reports 
	Louise Jayne Parry

	Primary responsibility 
	Assist the Welfare Rights team in all administrative tasks. Be available to help with ongoing project work. Liaise with other agencies/ internal teams to support the people that we are appointee for.

	Accountabilities 
	1. Support the Welfare Rights team ensure the finances are managed to high standard, for those people that Achieve Together are appointee for. 
1. Input invoices into a manual payment run each week to pay for the cost of care to those Achieve Together are appointee for.
1. Administer post to individual caseworkers daily.
1. Manage various inboxes to answer simple queries, or forward on to individual caseworkers.
1. Be flexible in working on ongoing project work, as assigned by the Welfare Rights Supervisor. 
1. Use Excel and Mail Merge systems to generate bank statements from a central Corporate account monthly. 



	Person Specification


	

	Knowledge and Experience
	· Comfortable and able to use excel.
· Experience in working in a busy environment, with a high post turnover.
· Experience of working in care home settings is desirable

	Key requirements 
	· Great communication skills - you will need to communicate clearly and respectfully with vulnerable people on occasion.
· Patience, empathy and being able to relate to people of all ages and backgrounds.
· Office skills like using a computer and online filing, so you can update and track records.
· Organisation and self-management skills.
· Being able to stay calm and mentally resilient in challenging situations. 
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Being

brave

We are creative and confident,
empowering the people we
support and our teams to
achieve amazing things

Making things
happen

We get the most out of
every day and celebrate our
achievements and success

Valuing
everyone

We value the unique talents
of every individual and work
together to help everyone
achieve their full potential





