Application Pack
Welfare Benefits Advice Worker (x2) 17.5 hours per week
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About the organisation
Greater Manchester Coalition of Disabled People (GMCDP) is an organisation of disabled people, which works to promote the full inclusion of disabled people in society and challenge the discrimination and oppression of disabled people. It is completely run and controlled by disabled people. We specifically aim to:
· Promote the independence and inclusion of disabled people in society
· Encourage and support the self-organisation of disabled people
· Actively promote the understanding and implementation of the social model of disability
· Use the wealth of knowledge of disabled people to strengthen and develop our organisation and its projects
· Be a welcoming organisation that makes it easy for all disabled people to be involved.
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[image: ]About the Role
Greater Manchester Coalition of Disabled People (GMCDP) is looking for two practical, committed, and values-led Welfare Benefits Advice Workers to help us deliver our work, support our community,
We’re a well-respected Disabled People’s Organisation with a long history of campaigning, influence, and grassroots action.
You will have:
●       A genuine commitment to equality of opportunity, an understanding of the barriers to full participation in society experienced by disabled people, and of how these can be removed.
●	Must have a clear commitment and enthusiasm for supporting and advocating for positive change for Disabled People.
●	Must have a friendly, welcoming approach and be able to build trusting, safe connections with Disabled People being supported, whilst maintaining professional boundaries.
[bookmark: _Toc140072614][bookmark: _Toc140072795][bookmark: _Toc140072931][bookmark: _Toc198817348]

[image: ]Job Description	
Terms
Name Of Project: Manchester Disabled People’s Project at GMCDP
[bookmark: _Hlk213181730]Job Title: Welfare Benefits Advice Worker
Salary: £27,500 FTE, Actual £13,750 with potential to rise to £30,464 FTE, dependent on securing further funding (beyond April 2026) and on experience. 
Responsible to: GMCDP CEO and Casework Supervised by an External Advice Agency 
Working Hours: 17.5 hours per week, *with potential to increase hours on securing further funding (beyond April 2026)
Location: Hybrid -Building Based (Moss Side likely location) for majority, with some home-based working 
Contract Length: Until April 2026, with potential for continuance (*following successful funding outcome) to April 2029.
Deadline for applications: 12 noon on Sunday 30th November 2025.
Provisional interview dates: Week commencing 15th December 2025.

[bookmark: _Toc140072796][bookmark: _Toc140072932]Who is this post open to?
GMCDP is a disabled people’s organisation which is 100% run and controlled by disabled people. This post is therefore open to disabled people only.

[bookmark: _Toc140072797][bookmark: _Toc140072933]Who do you mean by disabled people?
We mean anyone facing disabling societal barriers in relation to their impairments or conditions. This includes physical impairments, mental distress or illness, hearing or visual impairments, learning impairments, D/deaf people, neurodivergent people, and those with chronic illness / long term health conditions.

Purpose of the job

Job Summary 

Disabled People face multiple and complex barriers, resulting in the systematic discrimination, exclusion and impoverishment within our community.  Financial adversity disproportionally affects Disabled People. Provision of Inclusive, rights-based advice to effectively challenge poverty can lead to meaningful, lasting change. Advice in particular relating to welfare benefits, grant(s), general housing advice and supported signposting to other specialised agencies is essential. GMCDP’s Advice Provision will offer this service, for the benefit of Manchester Disabled People. 

The Manchester Disabled People’s Project (MDPP)

The Advice Service is hosted within the Manchester Disabled People’s Project at GMCDP. The Manchester Disabled People’s Project, funded by Manchester City Council, works to promote the full inclusion of disabled people in society and challenge the discrimination and oppression faced by disabled people. GMCDP offers Manchester’s Disabled People peer support and information through online groups and in person socials. MDPP activities include:
•Coffee meetings
•LGBTQIA+ disabled people’s group
•Disability Pride Month (July)
•Benefits Tips and Peer Support monthly events
•Social events, including theatre, film, dance, and music events
•Educational events on disability rights and more. 

GMCDP – Background 

GMCDP ethics, policy and practice are firmly rooted within the Social Model of Disability. This recognizes that ‘disability’ is the experience of barriers, faced by Disabled people, rather than the individual’s impairment or their difference.  GMCDP’s is a 100% run and controlled by Disabled People, with the purpose of campaigning for full rights and inclusion. GMCDP therefore recognizes that Disabled People can, and often do face barriers as a result of having a physical/sensory, learning impairment, having a facial or bodily presentation difference or having an ‘unseen’ impairment, for example, being neurodiverse, experiencing mental health distress, or having a chronic health or fatigue health impairment. GMCDP recognises that people can and often do have multiple overlapping impairments. 

Role Purpose: Advice Giving 

•To have responsibility for providing an inclusive, advice service for Disabled People in Manchester based within GMCDP
•To Promote the service to Disabled People, to other Advice Services in Manchester and broadly across known referral agencies
• To answer calls, respond to emails and take referrals from individual Disabled People, referral agencies and in house GMCDP projects, and to assess and respond to priority referrals thereafter
•Manage an appointment system and arrange appointments that prioritizes advice referrals according to presenting need, urgency and taking into account deadlines. Operate a waiting list for Disabled People needing advice when capacity to meet demand cannot be met. 
•To refer or provide supported signposting to other professionals or agencies as appropriate.
•Offer accurate, reliable advice, information and assistance that meets the needs of the Disabled Person concerned. This will predominantly   be undertaken face to face, at other times by phone call, remotely, occasional form picks up from home, complete and drop/post back, or by email 
•To provide a safe welcome and demonstrate a sensitive, trauma informed approach for Disabled People seeking advice 
•To arrange the provision of access needs of Disabled People needing advice. For example, booking of taxis, arranging BSL signers/Lip speakers etc.
•To undertake all Admin tasks related to Advice Work provision. For Example, making any room bookings, logging of notes etc.
•To advise and advocate for Disabled People needing advice, enabling them to maximize their income. The post holder will: undertake benefit checks, using reliable advice worker tools/resources, assist in giving information and advice based on a person’s circumstances, complete benefit forms, review forms, Mandatory Reconsideration 1st stage appeal paperwork, and where capacity allows submitting paperwork to HMRC for Appeal and providing in person support at appeals.
•Provide general, reliable, accurate housing information. 
•Provide a supported referral service for Disabled People needing specialist input, for example, debt management, immigration aid support, referral to Manchester Homelessness Teams
•To remain up to date with legislation and case law relating to Welfare benefits
•To offer follow up, identify any continuing gaps and meet advice need
•To take part in continued development of knowledge, and skills, through relevant training
•To effectively manage your own time, workload and resources and be accountable
•To maintain, and update all data relating to the Advice provision in order to submit for the purposes of monitoring and evaluation
•To identify and highlight with the GMCDP CEO and GMCDP Executive Council Committee, any gaps that are reported or noticed in the process of delivering the service
•To build kind, supportive relationships with all colleagues

General Responsibilities

•To deliver the duties of the role in a way which demonstrates the values and ethics of GMCDP
•To understand the role of safeguarding, undertake training and be confident raising safeguarding issues in line with GMCDP policies and procedures
•To be involved in sharing Disabled People’s experiences so that this is reflected in future planning or development of the service
•To collect feedback from Disabled People who have accessed the service in an accessible, supportive way 
•Be responsible for personal and professional development, including attending regular GMCDP supervision and external case work supervision
•Work within GMCDP’s policies and procedures
•To identify any gaps in knowledge and seek out training to develop knowledge, with input from GMCDP CEO and External Caseworker Supervisor
•Ensure data is managed in compliance with General Data Protection Regulations
•Value diversity and promote equality of opportunity, ensuring that individuals are treated fairly and are respected for their contribution in terms of experience, knowledge and skills
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The  shortlisting for this post will be based upon a demonstrated ability to meet the items identified here on the person specification. 
Please ensure that you clearly explain how you meet these requirements when making your application by using the numbering system below. Create a document with each number and answer how you meet these requirements. 
CV’s will not be considered. 

Essential Criteria

1 Knowledge and Experience 

1.1 At least one year’s experience (paid or unpaid) of delivering advice in a Welfare advice work setting.
1.2 Knowledge of the Welfare Benefit System and at least generalist knowledge of debt issues and housing issues. 
1.3 Successfully have completed, and be able to evidence, Money Advice Training. For example, MAS/MaPs, or similar, or be willing to work towards it, and/or to have accessed reputable training from other providers, such as CPAG (Child Poverty Action Group), Benefits and Training Company, or in house training
1.4 •Knowledge of the impact of discrimination and oppression on Disabled People, particularly in relation to financial adversity
1.5 •Experience of undergoing DWP appeal processes – 1st Level and above
1.6 •Experience of delivering complex information in a way which can be understood and which is made accessible to meet people’s access needs
1.7 •Ability to work in person, by phone, remotely and on occasion to provide a pick-up from home benefit form from home address, complete and return service   to Disabled People who cannot leave their homes. 
1.8 • Experience or knowledge of a trauma informed approach to working
1.9 •Knowledge of and application of good Advice Work resources, e.g. Benefit Calculation tools

2 Skills and Personal Qualities

2.1 •Ability to work on own initiative day to day, but to work within a Team to share reciprocal sharing of resources, skills and talents
2.2 •Clear and meaningful communication skills – the ability to listen, enable people to feel heard, included and understood. Know the importance of updating Disabled People on any developments as well as identifying potential gaps for future actioning. 
2.3 •Be resilient but recognise when support is needed
2.4 •Good IT skills, sufficient for monitoring purposes, logging of case notes and occasional reports
2.5 •Ability to challenge and advocate for and with Disabled People in order to obtain their rights and entitlements
2.6; •Ability to work in a strength-based way that recognizes and supports the potential for Disabled People to develop skills, self-advocacy and other, when barriers are removed. 
2.7 •Understanding the role of safeguarding and responding appropriately in line with GMCDP policy 
2.8 •A commitment to continuous professional development, to be self-aware in acknowledging gaps in own knowledge/skill set, and be willing to develop knowledge and skills in advanced topics. For example, with legislation, policies and procedures
2.9 •Proven ability to use sensitive listening and exploration skills with Disabled People to get to the root of difficulty and concern(s) whilst maintaining structure and purpose of the appointment 

1. General 
3.1 •Applicant must be a disabled person (self-definition)
3.2 •Willingness to work somewhat flexibly but offer clear regular hours of contact/operation for the project and benefit of Disabled People. 
3.3 •Willingness to learn about the Disabled People’s Movement and why it is important
3.4 •Willingness to undergo a Disclosure and Barring Service Check 
3.5• Be Accountable to GMCDP, to Disabled People, and uphold the reputation of the organisation.
3.6•Work with integrity and sound ethical values

4 General
4.1 Must be a disabled person (self-definition).
4.2 Willingness to work flexibly, including evenings and weekends (with notice).
4.3 Willingness to develop skills and undertake relevant training.
4.4 Willingness to undergo a Disclosure and Barring Service check.
4.5 Commitment to inclusion, accessibility, and equality across all aspects of work.

5. Desirable Criteria
5.1 Experience of working in or with user-led organisations, in particular with Disabled People’s Organisations.
5.2 Familiarity with Greater Manchester's political and voluntary sector landscape.
5.3 Experience of working in a small team or organisation with limited resources.


[bookmark: _Toc198817350][image: ]How to apply
Complete an application form by making a document to clearly explain how you meet the requirements in the person specification. Do this by numbering your answers to match the numbers of each section. (Example, 1.1 – then your answer etc.)    
Complete an equal opportunities monitoring form. This is optional and you do not have to answer all the questions if you don’t feel comfortable to.
Email your completed forms to info@gmcdp.com by 12 noon on Sunday 30th November 2025.
Please do not send a C.V. it will not be considered.
If you'd like an informal conversation about the role before applying, email: info@gmcdp.com  
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