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Job Title: Welfare advisor

Job Summary: To provide advice and signposting focusing on benefits and welfare services, 
focusing on the needs of blood cancer patients

Responsible to: Patient Services manager 

Location: Worcester

Hours of work: 27.5 hours per week

Salary: £25,000 - £27,000 (FTE), equating to £18,333 - £19,800 pro rata

Key relationships: Patient Advocacy Director, Patient Services Manager, Patient Advocacy 
Manager, Advocacy Officer, Nurse Advisor(s), Regional Coordinator(s) and Hospital Support 
Worker(s)

Main purpose of the role

To provide a welfare benefits advice service to people affected by leukaemia and other blood 
cancers with the aim of maximising their income. The post holder will undertake casework, 
assisting clients to access their entitlements to welfare benefits and other sources of financial 
help. Additional responsibilities include management and administration of Leukaemia Care 
grants, such as the hospital travel fund.

The service is primarily delivered from Leukaemia Care offices in Worcester, but travel may be 
required as part of the role. The role will require occasional weekend and evening work, with 
advance notice. In such instances, you are encouraged to either shift your working day or if not 
possible, you will receive time off in lieu.

Principal responsibilities

Service provision  

•	 Provide a full welfare benefits advice and casework service for people affected by blood 
•	 cancer, including disability benefits and other sources of financial support, such as grants 

and help with health and travel costs.
•	 Administer the delivery of Leukaemia Care’s financial grants, which cover hospital travel 

and counselling.
•	 Assist clients to prepare for benefit appeals and provide representation at tribunals if 
•	 required. 
•	 Liaise and negotiate with other statutory and voluntary organisations to progress the            

client’s case and ensure they receive all assistance available.
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•	 Maintain detailed computerised case records for the purpose of continuity of case work and 
information retrieval, utilizing the Raisers Edge database.

•	 Refer clients on to colleagues or other agencies as appropriate for specialist help with 
•	 issues that fall outside the remit of the service.
•	 Provide advice, information and cancer-specific benefits awareness training to colleagues
•	 Support Leukaemia Care’s communications and policy work by providing case studies and 

feedback on issues of concern to people affected by cancer. 
•	
Service design and development 

•	 Gather statistics and feedback in order to monitor and evaluate the service, providing 
•	 reports as required.
•	 Assist with initiatives for the improvement of services to people affected by cancer.

External Working 
•	
•	 Develop working relationships with welfare agencies, health professionals other 
•	 organisations in the advice work field, such as Macmillan. 
•	 Represent Leukaemia Care at meetings with other agencies as appropriate.
•	
Professional development
•	
•	 Maintain an up to date knowledge of the benefits system and policies and procedures 
•	 relevant to the post. External training will be available as required.
•	 Undertake training and personal development in order to develop skills and increase 
•	 knowledge and understanding of blood cancer and its treatments, and its impact on people 

affected by cancer and their ability to access financial help. 
•	 Attend internal team meetings.
•	
Other Requirements

•	 Report weekly to the Patient Services Manager summarising key actions and be prepared 
with solutions to any problems identified.

•	 Keep Leukaemia Care employees informed with developments in the benefits system.
•	 Liaise with teams within the charity effectively. 
•	 Work with the Communications Team to prepare press releases and provide comment to 

national and regional media.
•	 Provide cover within the team as needed during periods of annual leave, sickness or where 

extra resource is needed. 
•	 Able to use the Raisers Edge database, entering data and running queries and reports as 

necessary to provide clear information to the Patient Advocacy Manager and Patient 
•	 Advocacy Director.
•	 Contribute to Leukaemia Care patient and carer publications such as Leukaemia Matters, 

Nursing Matters, information booklets and digital content.
•	 Oversee and prioritise advocacy requests from patients and carers, focusing on welfare 

advice.
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•	
•	 General
•	
•	 In addition to the specific duties and responsibilities outlined in this job description, all 

Leukaemia Care employees should be aware of their specific responsibilities towards the 
following:

•	
•	 1. Adhere to all health and safety and fire regulations and to co-operate with the Charity in 

maintaining good standards of health and safety. 
•	 2. Uphold ethical and professional standards and not behave in a manner that is likely to 

bring the Charity into disrepute. 
•	 3. Promote and sustain a responsible attitude towards equal opportunities and diversity 

within the Charity.
•	 4. Demonstrate a commitment to ongoing learning and development and to participate in 

any training relevant to the role.
•	
•	 This job description is not exhaustive. It acts as a guide and may be amended to meet the 

changing requirements of the charity at any time after discussion with the post holder.
•	

•	  
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Criteria Essential Desirable How assessed

Skills and 
abilities

Good oral communication 
skills with particular 
emphasis on support, 
advice and representation 
skills on the telephone.

Ability to communicate 
effectively in writing. Able to 
write clear, evidenced 
reviews, reports and 
correspondence.

Good interpersonal skills 
including the ability to work 
with a wide cross section of 
the public. 

Ability to collect and ana-
lyse data to assess service 
delivery. 

Strong research skills.

Ability to work without close 
supervision, to prioritise 
own work and meet 
deadlines.

CV and interview

Knowledge and 
understanding

Demonstrable in-depth 
knowledge of welfare 
benefits including those 
related to disability and 
sickness.
Understands the 
importance of focused 
briefings when reporting to 
their Line Manager clearly 
identifying any issues with 
suggested solutions

Understanding of the 
needs of blood cancer 
patients, their carers 
and healthcare 
professionals 
involved in delivering 
their care.

CV and interview
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Criteria Essential Desirable How assessed

Qualifications, 
training and 
education

Relevant professional 
qualifications

Educated to graduate 
level (2:1 or First)

CV and interview

Experience Substantial experience of 
managing your own case 
load of complex welfare 
benefits cases.
An ordered approach to 
casework and an ability and 
willingness to develop and 
follow set procedures 
concerning casework and 
file management etc.

An understanding 
of the issues facing 
people affected by 
long-term illness and 
disability, including 
cancer. 

CV and interview

Other 
requirements

Willingness and ability to 
travel throughout the UK (if 
required).

IT literate (MS Office) 
including CRMs

An ability and willingness to 
work as part of a team.

Driving licence.

Able to use the 
Raisers Edge 
database

CV and interview


