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What do we do?

[bookmark: _Int_ruBFC3VA]We help people in our local community by providing free and confidential information, advice and support.

We help people to identify and claim benefits, deal with problem debts, access charitable support for life’s essentials and a range of other things that help make life a little bit easier for people who may be struggling.

‘Our mission is to advance the welfare of Coventry residents, predominantly by providing information, advice and support, thereby reducing inequality and improving quality of life within the city.’


What is the purpose of the role? 

As a form filling volunteer, you will help people to complete forms to get the financial support that they need to live. This will include claims for support for people who have a long-term illness or disability such as Personal Independence Payment, Child Disability Living Allowance, Attendance Allowance and Blue Badge applications. You will also be helping people who need additional support with reviews for Work capability assessments, Universal Credit and Employment Support Allowance. 

Being a Form Filling volunteer can involve:

· Interviewing client, either by telephone or face to face, to gather the information needed to complete their form.
· Manage client casefiles, using our database. 
· Sending out appointment letters to client 
· Scanning and uploading forms and other documents onto client’s casefiles 
· Follow up calls; supporting clients by making sure they have posted out their forms and following up on claim outcomes.
· Attending form filling training and subject based training, to keep knowledge up to date. 

Who are we looking for?

· Someone who can empathise, relate to and talk to people from a range of different backgrounds and different circumstances. 
· Someone who is reliable and can commit their time to help other people on a regular basis.
· Someone with good written communication skills, this is essential for this role. 
· Someone who is a good listener and can gather information from people some of which may also involve gathering sensitive information.
· Someone who understands the need for confidentiality. 
· Someone who can learn a new IT system and is willing to do new training to learn other aspects of the role.
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What will you gain

· You will be making a difference to the lives of vulnerable people and helping to improve their lives in Coventry. 
· New skills and knowledge on Welfare Benefits, IT, and communications. 
· All relevant training and support will be given, with casework supervision, file reviews and feedback conducted by the Benefits Advice Manager. 
· An opportunity to be part of a friendly team who are committed to tackling disadvantage and ending inequality in Coventry.
· Full induction and training for the role followed by support from a volunteer manager and the opportunity to participate in volunteering activities including social events, wellbeing and reflective support.
· A reference from a reputable organisation.
· We also offer a free Coventry College qualification in Level 1 in Advice and Guidance.  
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Additional Information 

For this role, if carried out from home, you will need to have access to a laptop/desktop computer and reliable wi-fi (a laptop can be provided).
As you will be accessing confidential data you will be required to complete a Basic Disclosure check as part of our recruitment process.

To apply please go to our website www.covadvice.org.uk. If you require further information or the application in an alternative format, please contact our Volunteer Manager Daksha Piparia  on - 024 7526 3975 or email daksha.piparia@covadvice.org.uk  

Once we receive your application; we will acknowledge receipt and explain the next steps to you.
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Coventry Independent Advice Service Ltd is a registered charity (1015216) and a company limited by guarantee in England and Wales (2761115).  
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