
JOB TITLE:   Caseworker Supervisor (EU Nationals Advice Project) 

 

SALARY:   £29,000 - £31,000 per annum pro rata 

 

HOURS: 21 hours per week. Normal working hours 9.30 – 17.30 excluding 

lunch break. We welcome applications from candidates interested 

in combining this post with our Caseworker Supervisor (Telephone 

Advice) role. 

 

RESPONSIBLE TO:  tbc 

 

RESPONSIBLE FOR:         Volunteers 

 

PLACE OF WORK:    The post holder will normally be based at either Battersea Library 

or our Roehampton centre but will be required to travel throughout 

the Borough of Wandsworth to deliver the service. Home visiting 

may also be required. 

 

The post is offered on an initial 12 month fixed-term basis but may be extended if 

funding/contracts are extended. 

 

Background 

In the light of the current uncertainty over the position of non-British EU nationals living in 

the UK Citizens Advice Wandsworth (CAW) has been asked by Wandsworth Council to provide 

a specialist information and advice service to local European citizens. The service will provide 

guidance on how the Government’s emerging proposals could affect them, and assistance 

with form filling and related issues. The post-holder will take responsibility for delivering the 

service, and will be expected to develop specific expertise as the legislative situation becomes 

clear. This information will be disseminated across the CAW workforce as well as 

communicated locally. The post-holder will also contribute to the delivery and supervision of 

wider CAW services.  

 

Role purpose 

1. To provide an effective generalist advice, information and signposting service to non-

British EU nationals. 

2. To develop accessible and effective online resources and written materials informing non-

British EU nationals of their rights to residency, protection from discrimination, and to 

welfare benefits. 

3. To develop local connections with local EU communities and establish CAWs reputation as 

a trusted local source of information and assistance.  

4. To ensure that the CAW staff and volunteer workforce are able to provide relevant 

information and signposting to relevant clients, and establish effective internal referral 

pathways for clients in need of appointments.  

5. Establish consistent recording mechanisms, monitor the project’s progress, produce 

project reports and liaise with the funder. 



6. Identify and take action on policy, research and campaign issues arising from the service 

in particular 

7. Support volunteers who may be involved with the EU Nationals project Advice Service. 

 

Specialist advice and casework 

 Provide casework covering the full range of subject areas as defined by the Advice Quality 

Standard.  

 Ensure that all casework conforms to the Citizens Advice Quality standard.  

 Maintain case records for the purpose of continuity of casework, information retrieval, 

statistical monitoring and report preparation.  

 Ensure that all work conforms to the organisation's systems and procedures.  

 Participate in QAA assurance meetings and processes; including peer review and IFR 

meetings and independent QAA reviews. 

 

Research and Campaigning  

 Gather and provide as necessary information about clients’ circumstances, case studies 

and statistical information on the number of clients and nature of cases where there is a 

research and campaigning issue.  

 Monitor service provision to ensure that it reaches the widest possible client group.   

 

Administration 

 Use IT for statistical recording of information relating to social policy and funding 

requirements, record keeping and document production. Ensure IT information assurance 

training is completed on an annual basis.  

 Ensure that all work conforms to the organisation's systems and procedures.  

 Provide statistical information as requested for reporting purposes on the number of 

clients and nature of cases.  

 

Professional development 

 Keep up to date with legislation, case law, policies and procedures and undertake 

appropriate training.  

 

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.  

 You should expect to support the service manager to deliver Centre services when 

necessary 

 Be alert to funding opportunities and contribute to funding bids and proposals. 

 Demonstrate commitment to the aims and policies of the CA service.  

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

colleagues.  

 

 

 

 

 



Person specification 

 

1. The ability to commit to and work within, the aims, principles and policies of the Citizens 

Advice Wandsworth service.  

2. Experience in delivering in-depth advice in at least one or more of the following areas: 

debt, welfare benefits, housing and/or employment and able to provide general advice in 

all main enquiry areas*. 

3. A good understanding of the current entitlements of non- British EU nationals to social 

security support, and of the current political agenda in relation to the UK’s membership of 

the EU. 

4. Understanding of what a high quality advice service which makes a difference to 

outcomes for clients looks and feels like.   

5. Good verbal and written communication skills and the ability to explain complex 

information clearly. 

6. Ability to supervise an advice service and support volunteers. 

7. Ability to prioritise own work, meet deadlines and manage caseload.  

8. Ability to use IT in the provision of advice and the preparation of reports and submissions.  

9. Strong team-working skills. 

10. Commitment to reflective performance and continuing professional development.  

11. Ability to manage a project and produce data and reports for the funder and other 

stakeholders. 

 

Desirable 

12. Fluency in one or more other European languages 

 
*  

Welfare benefits  

Money advice  

Discrimination  

Employment  

Consumer  

Immigration  

Family  

Housing  

Taxes  

Health  

Education 

 


