ADVICE TEAM

Volunteers Trainee Appeals Representatives
Job Description

`
Job Purpose

To assist client to appeal benefit decisions

Volunteers must work as Trainee Volunteer Paralegal before starting work as Volunteers Trainee Appeals Representatives.  Once volunteers have demonstrated a high level of work and commitment, they will have the opportunity to assist clients to appeal against DWP decisions and represent clients at tribunals.
Responsible to

Advice Team Appeals Manager – John Mahoney
Hours

2 full days a week for a minimum of 3 months.
Tasks

· Researching the law
· Preparing arguments and submissions
· Interviewing clients

· File management

· Representing clients at tribunals  
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Person Specification

Volunteers Trainee Appeals Representatives must be able to demonstrate 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 
· Ability to commit to a minimum of 2 days a week for 3 months
