Job Description

Job Title:

Caseworker
Responsible to:
Office Manager
Salary:

£18,071 based on 37.5 hours per week
Based:

Cardiff Central Constituency Office
​​​​​​​​​​​​​​​

Purpose of Job:

· To deal with problems and issues raised by constituents

· To liaise with external bodies, government departments and constituency organisations 
Activities:

Dealing with casework

· Provide information, advice and support for individuals on a range of financial, benefit, housing, immigration and other social issues 

· Draft responses to constituents in both electronic and paper formats

· Correspond with and meet constituents as appropriate

· Arrange diary engagements connected to casework for the MP, as necessary 

· Assist at weekly surgery sessions in constituency office
External Liaison

· Liaise with government agencies, local councillors, the voluntary sector and community based organisations etc. to resolve problems and build a network of connections

· Analyse patterns of enquiries and liaise with Parliament-based staff as appropriate

Record Keeping

· Keep records of client contact and ensure casework database is always up-to-date

· Ensure proactive approach to chasing up enquiries and responses

Miscellaneous

· Develop knowledge on specialist areas

· Undertake any other tasks required by the MP and as appropriate for the role

Person Specification

Job Title:

Caseworker 

Responsible to:
Office Manager
Salary:

£18,071 based on 37.5 hours per week
Based:

Cardiff Central Constituency Office
Experience:

· Experience of Microsoft office suite
· Experience of working with internet and e-mail

· Experience of providing information, advice and support to members of the public

Skills: 

· Excellent inter-personal skills and customer service skills
· Good organisational skills

· Methodical approach to record keeping 

· Ability to prioritise and work to deadlines

· Ability to stay calm under pressure

Knowledge:

· Broad knowledge of welfare issues 

· General understanding of the political environment desirable
Other:

· Sympathy with Liberal Democrat values and principles
· Ability to work within an equal opportunities environment

