
Volunteer Role Description

	Role Title:

	Form Filling Volunteer

	Responsible to:


	Senior Adviser (Duty)

	Location:


	Bathgate Partnership Centre

	Time Commitment:

	Negotiable, minimum 3 hours per week. 
Minimum 4 week induction period

	Role Description:


	West Lothian Council Advice Shop provides help and advice to customers regarding a wide range of welfare benefit and other enquires. Many of our clients are experiencing illness and disability and we are looking for people to join our small group of volunteers who assist these customers to apply for disability benefits. 

	What’s involved

	Carry out one to one interviews with customers 

Gather information relating to the effects of illness/disability on individual customers
Check customer eligibility for disability benefits

Complete claim forms for Disability Living Allowance (DLA), Attendance Allowance (AA) and Adult Disability Payment (ADP)
Assist staff to update customer records
Maintain confidentiality regarding customer information. 

	What skills are required?

	Good communication, listening and interpersonal skills

Ability to identify relevant  information and summarise in written form

Highly reliable 

Ability to answer customers’ questions appropriately

Able to work independently and as part of a team

Good understanding of the importance of client confidentiality
Commitment to the work of the Advice Shop

	What training and support is offered
	Induction
Classroom based training includes:

Overview of disability benefits
Completing claim forms
Shadowing staff and volunteers.
Opportunity for ongoing training

One to one and group support provided

	Any other information

	Non-judgemental approach and commitment to work of the Advice Shop
Requirement to adhere to West Lothian Council policies and procedures, e.g. confidentiality, Protection of Vulnerable Groups etc.

Willingness to sign Volunteer Agreement, including confidentiality agreement



	Recruitment Process:
	Information Session, Application Form, interview, references 
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Data Label: PUBLIC

