MORAY COUNCIL

JOB DESCRIPTION 
	(1) JOB IDENTITY



	
	
	
	

	POST TITLE:
	Benefits Support Assistant 
	DEPARTMENT:
	Housing, Property and Communities

	
	
	
	

	SECTION:
	Benefits & Money Advice
	LOCATION:
	Elgin Annexe / Home 

	
	
	
	

	REPORT TO:
	Benefits Support & Development Officer
	
	

	
	
	
	

	GRADE:
	6
	POST NO:
	MOR12329

	
	
	
	


	(2) JOB PURPOSE AND WAY OF WORKING



	· To provide specialist support in the administration, maintenance, development, and performance monitoring of Welfare Benefits and Grants, including Housing Benefit, Council Tax Reduction, Discretionary Housing Payment, Scottish Welfare Fund and Pupil Benefits.
· To support and assist the Benefits Support & Development Officer in ensuring that the Benefits service and systems operate in line with current legislation, policies and initiatives set by the UK Government, Scottish Government, and local policy.



	(3) MAJOR TASKS



	3.1
	Benefits Policy and Procedure

	
	

	3.2
	Benefits Support Service

	
	

	3.3
	System Administration and Development

	
	

	3.4
	Management Information


	3.5
	Self Development




	(4)
	REPORTING RELATIONSHIPS   This job is indicated by *




	
	Service Manager – Benefits and Money Advice
Benefits Support & Development Officer

Benefit Support Assistant *



	(5)
	DUTIES TYPICALLY INCLUDE



	
	

	5.1
	Benefits Policy and Procedures

	
	

	5.1.1

5.1.2
	Assist with ensuring the Benefit Service and systems are operating in line with current legislation, policies and initiatives set by the UK Government, Scottish Government and local policy.
Assist in creating and maintaining guidance notes, procedural manuals, and training materials.

	
	

	5.1.3
	Assist in the design and implementation of digital and automated processes.

	
	

	5.1.4
	Ensure compliance with Data Protection, Information Governance, and security standards.

	
	

	5.1.5
	Support the implementation of welfare reform initiatives and legislative changes.

	
	

	
	

	5.2
	Benefits Support Service

	
	

	5.2.1
	Ensure that the administration of scheduled Benefits functions, routines and reports are carried out effectively and correctly in line with current policies and legislation.

	
	

	5.2.2
	Produce regular payment runs ensuring customers are paid correctly and on time.

	
	

	5.2.3
	Carry out quality checks on benefit assessments and system processes. Provide feedback to staff and highlight any training requirements to relevant managers.

	
	

	5.2.4
5.2.5

5.2.6
	Provide technical guidance and support, and specialist benefits knowledge to Benefits staff, internal staff (e.g housing/schools/community care finance) and external customers (e.g customers/landlords)  
 Assist in implementing service improvements and best practice initiatives. 
Assist in the role of Employee Authentication Service administrator on behalf of the Council, which enables staff to access and use DWP and HM Revenue and Customs data. Verify that all users are set up in accordance with DWP security requirements, ensure staff are aware of their responsibilities and assist with any issues.

	5.3
	System Administration and Development

	5.3.1

5.3.2
	Maintain and administer Benefits systems, ensuring accuracy, security, and reliability.
Assist in configuring system parameters to reflect legislative changes and business requirements. 

	
	

	5.3.3

5.3.4

5.3.5
5.3.6

	Support the implementation, testing, and deployment of software upgrades, releases, patches, and enhancement within the Benefits, Discretionary Awards, and Pupil Benefits modules.
Liaise with software providers, ICT colleagues, and external partners to resolve technical issues. 

Assist in maintaining system procedures and operational documentation.
Maintain security profiles, user permissions, and access controls in accordance with council policies


	
	

	5.4
	Management Information

	
	

	5.4.1
	Support the preparation, reconciliation, and submission of the annual Housing Benefit Subsidy Claim, ensuring compliance with Department for Work and Pensions (DWP) guidance and subsidy regulations.

	
	

	5.4.2
	Assist in providing evidence and supporting documentation for internal and external audits.

	
	

	5.4.3

5.4.4
	Assist in producing regular performance reports, statistical returns, and management information as required by legislation and local policy.
Attend meetings and seminars as required by the remit of the Benefit Service.

	
	

	
	

	
	

	5.5

5.5.1

5.5.2

5.5.3

5.5.4
	Self Development

Keep up to date with current and new legislation relevant to administering benefits and grants the team is responsible for, including Universal Credit.

Attend relevant training courses and seminars to gain knowledge and ensure competence in policy and legislative issues and office procedures.

Continuously look for opportunities to develop self to suit the needs of the business and career in conjunction with the line management.

Continuously look for opportunities to improve the service provided to our customers through improved work practices, feeding in ideas for improvement to line management.

	
	

	
	

	The above is an indication of the duties which will normally be expected of this post. However, it is not an exhaustive list and the postholder may be required to undertake other duties which are within the scope of the post. The post may develop with changing working methods and to address service priorities, therefore the duties detailed will be subject to reasonable change. There is a requirement that all employees work flexibly and co-operatively to ensure that service priorities are met.




SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:
	Validator’s Signature:
	Date:

	
	
	

	Postholder’s Name:
	Signature:
	Date:

	
	
	

	Supervisor’s Name:
	Signature:
	Date:



	
	
	


MORAY COUNCIL

PERSON SPECIFICATION

	Post:
	Benefit Support Assistant

	
	

	Department:
	Housing, Property and Communities

	
	

	Date Specification Completed:
	August 2026

	
	

	Prepared by:
	Service Manager Benefits & Money Advice


Note:
Any disabled applicant who meets the essential criteria for the post is guaranteed an interview

	ATTRIBUTES

	ESSENTIAL
	DESIRABLE

	1. Experience


	Good Working knowledge of Housing Benefit, Council Tax Reduction and Universal Credit.  

Working experience in benefits administration.

Significant experience in administrative work including composing letters, record keeping and data input.
	Previous working experience in Housing Benefit, Money Advice or Jobcentre.

Good understanding of benefits and grants schemes including Housing Benefit and Council Tax Reduction Legislation.


	2. Education & qualifications*


	HNC or equivalent educational or vocational level.   

Evidence of continuing professional development.
	Institute of Revenues, Rating and Valuation (IRRV) qualified.



	3. Skills/abilities (general)


	Ability to undertake own administration using Microsoft Office packages.
Ability to work under pressure and meet deadlines and targets.
Problem solving skills.
Must be able to cope with and adapt to change.


	

	4. Skills/abilities specific to post*


	Good IT skills.
Ability to work both independently and as a team member.  
Excellent decision-making skills, in demanding situations.

Ability to communicate complex information, clearly and concisely.
High level of accuracy in work.
Attention to detail.

	The ability to contribute to the development of standards of working practice and quality control.

Experience of using  OpenRevenues systems.

	5. Inter-personal & social skills


	Excellent communication skills – both written and verbal.
Appreciation and acceptance of, and commitment to, the importance of confidentiality.
Enthusiastic and flexible.  

Willingness to accept direction/delegation.

	

	6. Working environment & physical demands
	Ability to work in an open plan office.
Ability to work flexibly to meet the needs and demands of the service.
The capacity to handle stressful situations.

	

	7. Requirements for the role
	The successful candidate will be required to undergo a Disclosure Scotland Level 1 check prior to any formal offer of employment being made by Moray Council.
	


* Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?

YES Level 1 
Satisfactory pre-employment medical screening required?
NO
