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WELFARE BENEFITS INFORMATION AND ADVICE SPECIALIST     HOUSING SYSTEMS LTD 
 
Thank you for your interest in this post. 
Please find as follows: 
 

• Information about Housing Systems 

• Information about the post and Job description 

• Person specification 

• Application form 
 
Please complete and return the application form to Jill@housingsystems.co.uk 
 
Initial interviews will be held online.  
  
Closing date for application:  12 noon Thursday 9th December 
Interviews:  By Zoom Friday 17th December. Final face to face interviews in January 2022   
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About Housing Systems 
 
Housing Systems is a small team of dedicated professionals working to reduce the poverty, stresses and 
insecurity caused by welfare benefit problems, in particular Universal Credit and Housing Benefit. We work 
with social housing providers, charities and voluntary agencies, helping them to help their tenants and clients 
sustain their tenancies and maximise their income, by providing essential up to date information and advice 
on benefit matters. 
We go beyond merely providing comprehensive and accessible information: our aim is to draw attention to 
the problem areas and produce resources that help our subscribers overcome them. Our website pages 
concentrate on the solutions, linking to resources such as standard letters that save workers’ valuable time. 
 
Housing Systems began in 2005 and was originally known as “hbnotes” (this was long before Universal 
Credit!). Over 300 organisations subscribe to our services which include an information packed website, 
standard letters, calculators, summary sheets, flowcharts and interactive mapping tools. We provide in house 
and open workshops, e-learning and blended learning, webinars with guest speakers and conferences.  
 
Housing Systems is impartial and non-political. 
 
Our values  
 
We’re all DEDICATED to our Mission – dedicated to being a force for good and to sustain tenancies   
 
We're COMMITTED to providing not just information, but the tools needed to use it and challenge things 
when they go wrong 
 
 We TRUST and SUPPORT each other – and we all muck in 
 
We’re DEMOCRATIC and COLLABORATIVE – we all work for the same goals and all chip in with ideas and 
innovations 
 
We’re HARD WORKING. As a small team we work together to get the job done 
 
We ENJOY our work and BELIEVE IN our aims 
 
We are PASSIONATE about what we do and take pride in a job well done 
 
 
The Post 
 
We are looking for an enthusiastic welfare benefits specialist to join our team. 
 
You will work within the Website and Information Team with a Director and other colleagues. 
 
A major part of your role will be to provide expert “second tier” advice: answering benefit queries from our 
subscribers through our email service, who could be frontline housing officers, support staff, lettings, 
managers and policymakers, or welfare rights /financial inclusion specialists. The queries therefore reflect this 
diversity and are both varied and often complex. Our queries are answered by the query team on a rota, and 
there is always the opportunity to collaborate with colleagues for clarification and support.  
 
Your work will also involve building, checking and updating the information pages; writing new website 
sections; and as required writing Hot Topic and newsletter articles and occasional briefings.  
You will therefore need experience of deciphering and summarising complex legislation, guidance and press 
releases, being able to quickly see the implications of changes for claimants, tenants and landlords. You must 
have an excellent working knowledge of benefits, in particular Universal Credit. You will also be able to write 
clearly and concisely and be able to adapt your writing to the Housing Systems style. This work is also 
collaborative: you will work with the team on website updates and articles to ensure accuracy and clarity. 
 
Being a small company means there are times when you will have the opportunity to get involved in work 
outside your usual role, for example when there are large scale legislative changes or special projects.  
You will be a dedicated supporter of our aim to be a force for good: to help our subscribers resolve claimants’ 
problems caused by the intricacies of the welfare benefits system. 
 
You will be a team player, working collaboratively with colleagues, but also able to work on your own initiative.  
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Our office is in Skipton, North Yorkshire but you will be able to work remotely from home. However we need 
you to be able to work in the office one day a month, and on other occasions as required. Some team 
meetings and away days will also require attendance in person. 
 
 
Job Description; Terms and conditions of employment 
 
Job title:   Welfare Benefits Information and Advice Specialist  
 
Reporting to:  The Head of the Website and Information Team 
 
Contract:  Permanent  
 
Salary: £30,500 to £34.500 pa depending on experience 
 
Hours: 35 hours per week (flexible).  
 
Annual leave: 25 days a year annual leave plus bank holidays.  
 
There is a six month probationary period. 
 
Job Responsibilities  
 

1. Answer subscribers’ queries on our email service, using and referring to the HS website, benefits 
legislation, DWP circulars and guidance where appropriate.  
 

2. Review colleagues’ query answers, checking for accuracy and completeness.  
 

3. Contribute to the development of Housing Systems’ information website, researching and analysing 
relevant benefit legislation, caselaw, policies and guidance, considering the implications for claimants.  
 

4. Using this information review and update the website pages as required, providing the information in 
a clear and accessible format bearing in mind the range of knowledge and expertise of the readers.  
 

5. Working with colleagues, consider the implications of issues raised by subscribers’ questions to the 
query service, and make decisions / recommendations on what information, tools and training 
resources may be required. 
 

6. Apply the above processes to any new information from various sources including press releases, DWP 
publications, circulars, bulletins, guidance, peer journals and information websites, meetings with 
other agencies.  
 

7. Identify the information needs of our subscribers: including frontline support; income teams; 
managers, lettings and welfare rights/financial inclusion workers. Contribute ideas for new products 
and services. 
 

8. Create new standard letter templates, summary sheets, flowcharts, Hot Topic articles, newsletter 
articles and other resources as required.  
 

9. Keep up to date with social security legislation and policy changes; disseminate to colleagues as 
appropriate 
 

10. Represent Housing Systems at meetings and conferences arranged by other agencies and networks.  
 

11. Attend and actively contribute to Housing Systems meetings and conferences. 
 

12. Ensure that project deadlines and budgets are adhered to.  
 

13. Comply with, and actively support, Housing Systems’ policies and practices. 
 

14. Take on any other tasks as reasonably required by your line manager. This is an opportunity to get 
involved in projects across the organisation. 
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Person Specification  
 

 
Experience 
  

Essential Desirable 

Experience of welfare rights advice work, in particular 
working from legislation and caselaw.  

 Experience of working in the social housing sector or in 
a housing related environment.  

Experience of writing articles or similar. Experience of writing on welfare rights matters 

 
Skills/abilities/knowledge 
 

Essential  Desirable 

A thorough up to date knowledge of Universal Credit 
and a good knowledge of other benefits 

A thorough up to date knowledge of a range of benefits 
including HB, PIP, ESA. 

Ability to understand and analyse benefits legislation 
and identify the impact on claimants and on social 
landlords of legislation and policy changes to the 
benefits system 

The skill to adapt complex rules into a range of tools 
beyond a written article. 

Excellent written communication skills with ability to 
convert complex legislation into readable content.  

Excellent oral communication skills sufficient to speak 
clearly at meetings and conferences. 

Excellent oral communication skills sufficient to explain 
new concepts/ information / complex legislation to 
colleagues. 

Ability to represent Housing Systems to a range of 
audiences 

Ability to produce high quality written material to 
meet the needs of readers with a variety of knowledge 
levels and job roles. 

 

Good knowledge of the challenges Universal Credit has 
posed for claimants and for social landlords; and for 
those advising them 

 

Ability to provide advice to advisers; to communicate 
clearly   

  

Good IT skills Experience of updating websites 

Ability to prioritise and manage a demanding workload  

 
Personal and Other Qualities 
 

  

Essential Desirable 

A friendly and positive personality, able to give support 
to colleagues where needed. 

 

Ability to work both in a team and alone.  

Commitment to Housing Systems’ values (see above)  

 
Other contractual requirements 
   

Essential Desirable 

Ability to work in the office when required 
(any necessary adjustments will be made). 

 Ability to spend occasional nights away from home 

  

 

 
 


