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CASEWORKER 
JOB DESCRIPTION 

  
  

Responsible to      Casework Manager 
 
Responsible for      N/A 
  
Purpose of job  Work with the Casework Manager to provide a professional, 
 confidential casework service to those who seek the help of 
 the Charity.   
  
Principal Accountabilities  
                                     
1.        To devise, agree with the Casework Manager and implement a schedule 
 of review visits to persons in receipt of regular benefit from the 
 Charity. 
 
2. To discuss any identified needs arising from reviews with the Casework 

Manager and undertake follow up work as directed. 
 
3. To provide casework to current clients as directed by the Casework 

Manager. 
 
4.        To continue to develop a good knowledge of benefits and statutory 
 services.  To  ensure income maximisation by actively assisting people to 
 claim statutory entitlements including completing forms and liaising with 
 benefit agencies.  To undertake debt advice. 
 
5. To build relationships and liaise with other statutory and voluntary 
 organisations. 
 
6. To visit any properties within the Casework Manager area owned by the 

Charity and occupied by clients to carry out an annual inspection.  To 
provide support to residents of those properties. 

 
7.     To complete such reports, procedures etc as required.  To undertake 

research related to the Caseworker service as directed by the Casework 
Manager. 

 
8. To meet such targets as may be set from time to time. 
 
9. To provide telephone advice within a rota to those clients for whom the 

charity provides a telephone advice and signposting service, including a 
late night telephone advice service operating once a week on a rota basis. 
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10. To be responsible for ongoing personal development including keeping up 
 to date with knowledge needed for the post, training etc.  
11.     To perform necessary and timely functions in relation to other services of 

the Charity including especially those related to the finances of the 
organization. 

 
12.   To advise, assist and support colleagues from other disciplines within the 
 charity. 
  
13.  To act within the Charity's policies, including but not limited to those 
 relating to casework services, financial assessments, Health and Safety, 
 and Equal Opportunities. 
  
14. To undertake such other tasks within the broad purposes of the job as 
 may be required by the line manager from time to time. 
 


