
Energy & Welfare Advisor 

Job pack  

Thank you for your interest in working at Hope 4U. This job pack should give you everything you 

need to know about the position and how to apply for this role.  

 

Title:    Energy & Welfare Advisor  

Starting salary:   £19,500 per annum  

Hours:    37.5 hours  

Contract:   Permanent (subject to funding)  

Holidays:   28 days 

Work base:   Working from home. On-site at different locations  

Closing date:   Ongoing – we have several positions available  

Interview date:   To be confirmed  

Apply:    If you would like to be considered, please email your CV and a covering  

   letter to: info@hope4u.co.uk  

   Please note all applications must include a covering letter. Please refer to 

   our person specification to demonstrate how your experience, skills and 

   knowledge meet the requirements of the role. It is important that you  

   demonstrate how you meet each requirement as no assumptions will be 

   made about your achievements and abilities.  

Notes:    Having a full driving licence and access to a vehicle with business insurance 

   would be an advantage as some on-site work may be necessary.  

   Hope 4U main office is situated in Burton on Trent, but contracts are  

   undertaken nationwide.  

 

Job Description  

Main duties and responsibilities  

In this role, you will be required to provide quality advice and information to a range of clients. This 

could include face to face onsite visits, over the telephone, email and by written correspondence. To 

be successful, you must have working knowledge of direct advice provision and welfare benefits 

assessments.  

• To advise clients on all manner of subjects – including by not limited to: Welfare benefit 

checks and grant entitlements 

• To undertake outreach work as required for the purpose of advice  
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• To deliver high quality fuel poverty advice  

• Deliver a professional and responsive service 

• Assist clients with form filling  

• Educate clients on available claims, allowances and entitlements  

• To create and maintain high standards of case recording, providing information on the 

outcomes and details of advice, actions and closure  

• To assist clients in understanding benefit decisions and the implications  

• To refer clients to other agencies as appropriate for specialist help with issues that fall 

outside the remit of the service  

• Keep all records confidential, safe and accessible for future retrieval  

• Non-judgemental approach  

 

 

Other duties and responsibilities  
 

• Carry out any other tasks that may be within the scope of the post to ensure the effective 

delivery and development of the service  

• Abide by health and safety guidelines and share responsibility for own safety and that of 

colleagues  

• Comply with all information assurance guidelines  

 

What do we expect of you?  

• To have excellent working knowledge of Welfare benefits and better off calculations – at 

least 1 years’ experience 

• Ability to interpret information to be able to make decisions  

• Knowledge of domestic energy and affordable warmth issues would be an advantage 

• The ability to show empathy  

• Active listening skills  

• To be able to adapt to different customer circumstances  

• Excellent attention to detail and highly organised  

• Excellent IT skills and experience of commonly used packages  

• Excellent customer service skills and ability to manage difficult conversations  

• Ability to work on own initiative, prioritise own work, meet deadlines  

• Good interpersonal skills and communication skills  

• To be flexible and reliable  

• A commitment to working within safe working procedures and experience of safeguarding 

protocols  

 

Professional development  

• Keep up to date with legislation, case law, policies and procedures relevant to post  

• Attend relevant internal and external meetings as agreed  

• Be aware of own learning needs  



 

What can you expect of us?  

• A friendly and flexible culture  

• A growing organisation  

• A drive for continuous improvement  

 

Disability  

Please let us know if you require any adjustments to be made to the application process or would 

like to provide any information you wish us to take into account when we are considering your 

application. If you are selected for interview, we will ask you to let us know if you have any access 

needs or may require reasonable adjustments. Please be assured we will be supportive in discussing 

reasonable adjustments with you at any stage of the recruitment and selection process.  

 

Entitlement to work in the UK  

A job offer will be subject to confirmation that you are permitted to work in the UK in accordance 

with the relevant provisions. You will be asked to provide evidence of your entitlement to work in 

the UK if you are successful and an offer of employment is made.  

 

Diversity Monitoring  

We recognise the positive value of diversity, promotes equality and challenges discrimination. We 

welcome and encourage job applications from people of all backgrounds.  

Monitoring recruitment and selection procedures is one way of helping us to ensure that there is no 

unfair discrimination in the way that we recruit people. To do this, we would like to know about the 

diversity profile of people who apply. The information is given in confidence for monitoring purposes 

only.  

 

Shortlisting outcomes  

Some positions may require additional assessments (practical task/test).  

 

Criminal convictions  

Anyone who applies, will be asked to disclose details of unspent convictions during the process. 

Having a criminal record will not necessarily bar you, much will depend on the type of job you have 

applied for and the circumstances of your offence.  

Disclosure and Barring Service (DBS) checks are requested where proportionate and relevant to the 

post concerned 


