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Job Description.
Job Title: Support Officer, Penlan Farm, Llandysul
Contractual Status of role: 30 hours per week Mon-Fri 9-3
Salary: £15,000 pa.
Line Manager: West Wales Operational Manager.


Reporting To: West Wales Operations Manager
Liaison With: Senior Support Officer and Welfare Officer

Overall Remit: 
Based at Woody’s Lodge Penlan Farm, Llandysul, the post will assist the Senior Support Officer and Welfare Officer to offer a service to our Veterans and their families identifying needs, effectively signposting, and supporting them to access appropriate services and guiding them through the process while managing expectations. This will include providing direct support for online and ‘hard copy’ form filling, as well as providing direct contact with other charitable and statutory agencies (eg. telephone, email) on behalf of veterans.
Some work will be carried out from home when needed.

KEY DUTIES.
Support:
· To assess administrative needs of veteran(s) requiring support and discuss and agree these with the Senior support officer and individuals concerned as to best way to progress. 


· To gain advice from the Senior Support Officer, appropriate support agencies (Charitable & Statutory) as to the best and appropriate way forward in support of the individual(s) concerned.

· To guide and assist the individual(s) alongside the Senior Support Officer, where appropriate, during initial contact, through the administrative procedure to the end point and successful outcome of an enquiry.

· To ensure that the individual is advised at all times as to progress of the support seeking process.

· To ensure that individuals have a known point of contact within engaged agencies.  

· To ensure that all aspects of support given are monitored and recorded digitally helping the Senior Support Officer to record all information gathered for report writing.

· To ensure that all aspects of support, written records and verbal instruction, are kept confidential between the Senior Support Officer and individual(s) concerned.

· To ensure that individuals supported have all appropriate records in their personal possession.

· Wherever possible, during the course of enquiries or applications for support, the Support Officer can advise on the negative or positive impacts on an individual’s current status. 

· The Support Officer will continue to develop and add to a key contacts list of personnel within support organisations, for application toward future support work. 

· To ensure the Senior Support Officer is supported through basic administrative duties.

· You may be required to attend drop-in centres which may be some weekends and evenings. If this happens you will liaise with the Senior Support Officer who will ensure you take back relevant hours/days worked through our TOIL process.

· Relevant benefit training will be given in order for you to offer the correct information to beneficiaries and help them with the form filing process. (This can include writing out PIP assessments)

Key Characteristics.
· Team player but also can work alone.
· Understanding of the Armed Forces, Emergency Services’ & their respective Veterans’ communities, their needs and aspirations.
· Positive and supportive interpersonal skills
· Can Do attitude.
· Problem solver and can show initiative.
· Basic understanding of Office Procedures and IT support systems. (eg EXCEL and Word)
· Good reporting skills (verbal and written).
· Knowledge and understanding of benefits and pensions sytem.
· Knowledge and understanding of the Armed Forces and Veterans community.
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