Advice Worker:
Advice Service Team

Job Description:
Job title: Advice Worker
Responsible to: Advice Service Manager
Duration: 12 month contract (with potential of extension depending on funding)
Location: Home-based or office-based (Vauxhall)
Working Hours: Full-time (flexible, working minimum of 28 hours/per week
considered – pro rata)
Salary: £22,603 (out of London), £25,735 in London (including London
weighting).

Purpose of the job:
As our Advice Worker, you will be part of our Advice Service team, providing advice
to kinship carers, on welfare benefits and financial support, children’s services,
relevant legal orders, sources of parenting support and other issues that may be
required. You will respond to email and phone enquiries from clients, providing
written and oral advice as appropriate and maintain accurate case records on our
Salesforce database. You may also be involved in co-facilitating advice workshops
with kinship carers, as part of our Kinship Ready programme.

Key roles and responsibilities:
Provide advice and information on welfare benefits and financial support,
children’s services, relevant legal orders, sources of parenting support and
other issues that may be required.
Respond to email and phone enquiries from clients, providing written and oral
advice as appropriate.
Research individual cases, assessing problems and identifying possible
courses of action.
Provide information and advice to enable clients to take any necessary action
themselves.
Advocate on a client’s behalf, for example, by writing letters, making phone
calls or possibly attending meetings.
Interpret and explain legislation, official documents or letter to clients.
Carry out charity applications on behalf of clients.
Refer clients to other sources of help, for example legal advice, children’s
services, mediation, or other advice and information services.
Co-facilitate advice workshops online, presenting information and answering
questions from kinship carers.
Ensure impartiality and confidentiality when dealing with clients.
Keep up to date with appropriate legislation, changes to welfare benefits and
other relevant policies.
Maintain confidential case records and administrative systems, including
details of advice given and referral sources.

Maintain systems for collecting feedback from users for monitoring and
evaluation purposes.
Work closely with the Advice Service Manager (line manager), attending
regular support and supervision meetings and contributing to an integrated
approach to service provision.
Work closely with colleagues as required.
Build effective working relationships with other organisations in the sector.
Any other tasks that may be required.

Person specification:
Essential experience, skills and abilities:
At least one year’s recent experience of advice work including benefits advice.
Experience of giving telephone and written advice.
Detailed knowledge of the benefits system including current welfare reforms.
Experience of working with socially excluded or marginalised people and their
families.
Understanding of the importance of confidentiality and a non-judgemental
approach.
Awareness of safeguarding issues and good practice.
Ability to research complex information and communicate this in an easily
understandable way.
A demonstrable knowledge of other relevant sources of advice and
information.
Evidence of good judgment, knowing when to seek advice or signpost clients
to other sources of advice.
Strong written and oral communication skills.
The ability to work flexibly, collaboratively and effectively as part of a small
team.
Ability to remain calm under pressure.
Experience of organising and prioritising a busy workload without close
supervision.
Clear understanding of the need to make good case records
Excellent interpersonal skills and in particular a sensitive telephone manner.
.

Desirable experience, skills and abilities:

Experience of kinship care
Experience of facilitating advice workshops online.
Citizens Advice Certificate in Generalist Advice Work or equivalent
Experience of the voluntary sector, particularly working in a small
voluntary organisation.

General attributes:

Commitment to improving the lives and opportunities of children in kinship care
and their families.
Commitment to professional development.
Enthusiasm for working collaboratively in a small, fast paced and developing
charity, with the positive and approachable attitude, tenacity and innovative
problem solving this requires.
Passionate advocate of the vision, mission, and values of Kinship.
A demonstrable commitment to equality of opportunity.
Excellent written and spoken English.
Permission to work in the UK.

How to apply:
Apply with a CV and 1-2 page cover letter to recruitment@ kinship.org.uk, along
with a completed Equal Opportunities questionnaire, which can be found on our
website.
Applications to be submitted by 9am on Mon 16 May 2022 with final interviews on
Thurs 26 May 2022. Interviews may be scheduled as suitable candidates are
identified, so early application is strongly advised.

What it means to work at Kinship:
Our vision:
A society in which kinship carers and the children they
care for are recognised, valued and supported.

Our mission:
To ensure that kinship carers and the children they care
for get the support and recognition they need.

Knowing what you do helps kinship families that really
need support.
Staff at kinship are caring, passionate and positive.
Colleagues are genuinely nice to work with and care
about each other as well as the kinship families we
support. We are always innovating to better support
kinship carers. (Staff member at Kinship)

We want to offer you the best place
to work. Our people are really friendly
and incredibly passionate about
working alongside kinship carers.
We want you to feel proud to work
here and if you join us, we'll do our
best to make that happen.

What we can offer you:

Community:
Employee resource groups (including
Equality, Diversity and Inclusion
Committee and Wellbeing Committee).
Staff away days.
Regular social activities online and in
person.

Family:
Our policies include compassionate,
dependents, carers and bereavement
leave that support the lives of
employees who have additional
commitments.
We are proud that 20% of our current
staff are kinship carers, and we are
striving to lead the way as a 'Kinship
Carer Friendly Employer'.

Holidays:
30 days annual leave, plus bank
holidays (1 April t0 31 March).
We close for three days between
Christmas and New Year, which will be
deducted from your annual leave
allowance.

Cycle to work
programme:
This scheme enables employees to get
tax incentives from cycling to work.

Flexible working:
We operate flexible working practices
which include working from home,
varying start and end times of the
working day, compressed hours and
variable contract hours through the year.

Health and Wellbeing:
Employee Assistance Programme (24/7
confidential advice line and counselling).
Wellbeing Action Plan for each staff
member.

Pay and pension:
You’ll be eligible and auto-enrolled into a
pension scheme - we use Nest Pensions.
Current employee contributions are 5%
and we will contribute 3%.

Learning and
development:
A key part of our People Strategy is to
continue to develop and enhance the
learning experience during your time at
Kinship, and we are proud to offer many
learning opportunities.

Our recruitment process:
As a charity we want to hire the best people to support our vision and mission. People
who are values led, high performing and really passionate about doing their best for
kinship carers.
We will guarantee interviews to any candidates with experience of kinship care
(either of being in kinship care or of being a kinship carer) who demonstrate that they
meet the essential skills and experience outlined.
We welcome applications from people from all sections of the community,
irrespective of race, colour, sex, gender identity, age, disability, sexual orientation,
religion or belief.
Kinship is committed to attracting, developing and retaining a diverse workforce, with
a broad range of backgrounds, experiences and perspectives, and we encourage
applicants from those groups currently under-represented in our organisation and
sector. Kinship operates a blind recruitment process in-house and any identifying
information will be removed from your application prior to shortlisting.

Standard clauses:

This role will require satisfactory Disclosure and Barring Service (DBS) clearance.
The post holder must at all times carry out their responsibilities with due regard to
Kinship’s Equal Opportunities Policy and Safeguarding Policy.
Salesforce is our customer relationship management system (CRM) and all staff
are expected to take accountability and responsibility for using it successfully as
part of their day-to-day role to support the growth and impact of Kinship and
better services for kinship carers.
The post holder must accept responsibility for ensuring that the policies and
procedures relating to Health and Safety in the workplace are adhered to at all
times.
The post holder must respect the confidentiality of data stored electronically and
by other means in line with the Data Protection Act.
The post holder must carry out their responsibilities with due regard to the nonsmoking environment of all Kinship offices.

Note: This job description is not exhaustive. Kinship reserves the right to add to or
revise the job description at any time - the post holder may be required to undertake
any other duties that fall within the nature of the roles and responsibilities as detailed
in this document.
Any substantial or major changes will be negotiated with the post holder.
Candidates must have a willingness to work regular evenings and weekends as
required (time off in lieu will be provided) and to travel nationally (when possible) to
attend events.
Kinship is the working name for Grandparents Plus, which is a company limited by guarantee registered in England and
Wales under number 4454103 and registered as a charity under number 1093975

