Volunteer Appeal Clerk
	Role Title:
	Appeal Clerk


	Where:
	At the DRN office at Framingham Pigot 


	When:


	To be agreed

	Commitment:
	Two days per week


	Duration:


	One year commitment would be desirable

	Requirements:


	A non-judgmental attitude to our service users
A commitment to equal opportunities

An understanding of disability and how it affects clients and their carers and families

The ability to maintain accurate and confidential case records
A willingness to engage with all training offered

Reliability

Willingness to attend monthly team meetings and make a contribution to the development of the service 

Willingness to work as part of a team, as well as ability to work unsupervised once training is completed


	What’s In It For You:


	We train our advisers to a high standard on all benefits related to illness and disability, as well as developing and improving IT skills.  We would expect an Appeal Clerk to complete our Basic Training course, to develop a sound knowledge and understanding of benefit rules.
Working with DRN will boost your confidence and increase the potential for you to find paid work, should you wish to in the future.
We will provide the skills you need to make a real difference to people’s lives in a supportive and friendly environment.


	Why We Want You:


	We need people who care about the rights of disabled people.  If you have experience of disability at first or second-hand, you may provide the empathy and understanding that our client’s need.  


	Role Description 


	An appeal clerk needs to have good admin skills and good attention to detail.  You would need to be willing to talk to clients, GPs and Tribunals Service staff on the phone.
This is a support role for our appeal representatives and they would depend on you chasing records where necessary and making sure everything was completed at the correct time.

You would be responsible for:

· pursuing initial enquiries for medical evidence, sending out request letters to GPs and other health professionals dealing with clients; 
· noting details on our in-house database; 
· creating a ‘bring forward’ diary so that missing responses get chased after 6 weeks; 
· assessing and forwarding evidence to relevant offices and/or Tribunal Service as appropriate, 
· seeking advice from representatives if necessary; 
· chasing up evidence bundles from relevant office; 
· completing Enquiry Forms over the phone; 
· dealing with queries from clients regarding appeal dates or other administrative matters; 
· maintaining an up to date appeals list, and chasing representatives for results if they are not noted after appeals have been heard; and

· auditing the appeals list every 6 months to check status of appeals.


	For more information, contact:
	Tracey Beadle
Tracey.beadle@ncodp.org.uk



