SOUTH WEST LONDON LAW CENTRES (SWLLC)
Legal Action for Local Communities

POST: Economic Justice Paid Internship
Reports to: Economic Justice Team Manager

Based at: South West London Law Centres, Croydon Office and outreach locations in
Croydon

Hours: 10.5 hours per week (1.5 days per week) one of which must be Wednesday
Salary: London Living Wage
Fixed Term: 1 year only

Eligibility: Applicants must be resident in the London Borough of Croydon.

JOB DESCRIPTION

The purpose of this role is to provide support to the Economic Justice Team in delivering
welfare benefits and cost of living advice services to local people experiencing financial
hardship. The post is designed as a paid internship pathway, enabling Croydon
residents to develop knowledge, skills and experience in welfare benefits advice, cost of
living and community support work.

The successful candidate will undertake structured in-house training, receive ongoing
supervision and progressively develop the skills required to support benefit checks,
benefit applications, casework activities and community outreach work.

The intern will work alongside staff and volunteers to help improve financial outcomes
for local residents and contribute to the Law Centre's mission of promoting social
justice and access to rights.

Duties and Responsibilities
Welfare Benefits and Cost of Living Support
e Complete SWLLC in-house welfare benefits training programme.

e Assist advisers and caseworkers with welfare benefits and cost of living
casework.

¢ Support the completion of benefit checks to identify clients' entitlement to
welfare benefits and financial assistance.

¢ Assist clients to complete applications for welfare benefits, grants and other
forms of financial support.



Support clients with gathering evidence required for benefit claims and other
applications.

Assist with recording client information and outcomes on the AdvicePro case
management system.

Help maintain accurate client records and case notes.

Support advisers with administrative tasks relating to casework and client
support.

Undertake basic follow-up work with clients under appropriate supervision.

Community Outreach and Engagement

Support the delivery of community outreach sessions and events across
Croydon.

Promote awareness of welfare benefits, cost of living support and Law Centre
services.

Assist with engaging local residents and community organisations.

Help identify individuals who may benefit from the Economic Justice Team's
services.

Contribute to the development and distribution of information and promotional
materials.

Administration and Data Recording

Maintain accurate records of client contacts, outcomes and referrals.
Assist with appointment booking and client follow-up.

Support the collection of monitoring information and client feedback.
Help prepare information required for reports to funders and stakeholders.

Ensure compliance with confidentiality and data protection requirements.

Personal and Professional Development

Participate fully in training, supervision and development opportunities.
Attend team meetings and staff meetings as required.

Develop an understanding of welfare rights, financial inclusion and legal sector
practice.

Work towards increasing responsibility for client support activities as skills and
experience develop.



Equal Opportunities

To have regard at all times in the planning and execution of duties to the Law Centre's
Equal Opportunities Policy and commitment to diversity, inclusion and social justice.

Other

e To undertake any other duties commensurate with the level of the post as
reasonably required by the Economic Justice Team Manager.

e Toworkinaccordance with SWLLC policies and procedures.

PERSON SPECIFICATION
Essential Criteria
Knowledge and Experience
e Resident of the London Borough of Croydon.

¢ Aninterest in welfare benefits, financial wellbeing, community support or advice
work.

¢ Understanding of, or willingness to learn about, issues affecting people
experiencing poverty and financial hardship.

¢ Commitment to social justice, equality and supporting disadvantaged
communities.

Skills and Abilities
¢ (Good communication and interpersonal skills.
e Ability to build rapport with people from diverse backgrounds.
e Ability to work as part of a team.

¢ Ability to maintain accurate records and handle confidential information
appropriately.

e Competent IT skills, including:
o Microsoft Word
o Microsoft Excel
o Emailand internet applications
o Typing speed of at least 40 words per minute (WPM).

e Good organisational skills and attention to detail.



¢ Ability to learn new information and apply training in practice.
Personal Qualities

¢ Reliable and punctual.

o Enthusiastic and motivated to learn.

¢ Empathetic and non-judgemental approach to clients.

¢ Commitment to SWLLC's values and mission.

¢ Willingness to receive supervision, feedback and ongoing training.
Desirable Criteria

¢ Personal, voluntary or professional experience of financial hardship, welfare
benefits or debt issues.

¢ Experience of volunteering, community work or supporting members of the
public.

¢ Experience of working with people from diverse communities.

¢ Interestin progressing towards a career in advice, welfare rights, community
work or the voluntary sector.

What We Offer
e Paid internship at the London Living Wage.
¢ Comprehensive in-house welfare benefits training.
e Supervision and mentoring from experienced advisers.
¢ Experience of working within a leading social welfare law charity.
¢ Opportunities to develop practical advice and casework skills.

e A pathway towards volunteering, paid advice work and further career
development within the advice sector.

How to apply

Please send your CV and Cover Letter to recruitment@swllc.org

We particularly welcome applications from Croydon residents who have lived
experience of financial hardship and who are passionate about promoting social
justice and improving outcomes for their local community.






