ADVICE TEAM

Trainee Volunteer Paralegal
Job Description

`
Job Purpose

To support and assist clients to complete Disability Living Allowance, Attendance Allowance or other Welfare Benefits forms.
Disability Living Allowance is a tax-free social security benefit for people with an illness or a disability who need help with getting around or help with personal care, or help with both of these. Attendance Allowance is a similar benefit for people who are 65 and over.  

There are many people who are eligible for this benefit but are not receiving it because they need assistance to complete the forms. The claim forms are 30 pages long and take approximately 2-3 hours to complete.  Many clients are physically unable to complete the forms themselves, some have reading and writing difficulties or do not speak English and others need help because the form can be quite confusing.  In response to this need, Community Links provides a form filling service where trained volunteers help clients to make effective claims. This allows more time for our specialist advice workers to concentrate on other complex client matters in debt, housing and benefits such as appeals and representation (volunteers can also assist with this)

Training will be provided and ongoing support and guidance will be given.

Responsible to

Advice Team Volunteer Co-ordinator – Emma Krasniqi
Hours

Trainees Volunteer Paralegals do not need to commit to a regular schedule but we would ask that they let us know in advance if they are attending so that we can make appointments.  We also ask that they commit to the 3 hours it takes to complete the forms and paperwork. 
Tasks

· Assist clients to complete Disability Living Allowance, Attendance Allowance or other benefit forms.
· Treat all information in respect of the client as strictly confidential, only to be used for the purpose for which it was given

· Complete accompanying file paperwork as necessary
· Complete monitoring information for the Volunteer Co-ordinator
· Attend training and support and supervision sessions as required by the Volunteer Co-ordinator

· Work as a member of the Advice Team; its volunteers and paid staff

♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦

Person Specification

Trainees Volunteer Paralegals must be able to show the following skills and abilities:
· Excellent written English

· Able to understand and empathise with the needs of the client

· Able to treat all information relating to the client confidentially

· Good listening and communication skills

· An understanding of treating individuals equally and fairly
· Punctuality
· Ability to commit to a minimum of 3 hours, per session, for 3 months
