
Latin American Women's Rights Service

HOUSING, MONEY & DEBT COORDINATOR
JOB DESCRIPTION

Job Title: Housing, Money & Debt Coordinator

Hours of Work: 37 hours per week

Annual Leave: 25 days per year

Accountable to: Operations Manager

Responsible for: Advice workers

PURPOSE OF THE POST:

The  post  involves  provision  of  free,  confidential,  one-to-one  information  advice,
casework and advocacy for Latin American women in the areas of housing, welfare
rights and money & debt. It also entails organising and running group workshops and
producing  information  to  increase  service  users’  ability  to  understand  and
autonomously address these issues and to assert  their  rights.  The post  holder is
responsible  for  ensuring  adherence  to  the  Advice  Quality  Standards  across  the
organisation.

Specific Responsibilities

Casework Support

1. To receive initial requests for advice and information on a one-to one basis, by
telephone,  or  by  email,  assess  users’  problems  and  needs  and  ensure
appropriate responses to requests, including carrying out follow-up work, via
appointments, or referrals in accordance to LAWRS’ referrals procedure.

2. To carry a personal caseload. This will include provision of advice, information,
and advocacy with relevant agencies, maintenance of records, files and case
notes.

3. To assist women in maximising income, including completing relevant benefit
forms and when experiencing difficulties over benefits. To negotiate with the
Department for Work and Pensions and other authorities related to welfare
benefits (Housing Benefit/Council Tax) and housing providers on clients’ behalf
as necessary. 

4. To help  indebted users to  work  out  sensible  budgets,  prioritise debts,  and
support  them in negotiating realistic repayment plans with creditors.  Where



necessary,  to  contact  creditors  on  behalf  of  users  to  renegotiate
debts/repayments.  

5. To provide advice at LAWRS’ drop-in sessions (currently Monday mornings
and  one  Wednesday  every  month  in  the  evening),  assisting  women  with
queries on the spot,  or making in-house or external referrals where issues
require follow up or are complex.

6. To  build  effective  relationships  with  specialist  advice  service  providers  to
ensure  referral  pathways  for  service  users,  compile  and  keep  updated  a
register  of  specialist  agencies  able  to  provide  expert  advice  on  complex
issues,  and  ensure  service  users  are  supported  when  referred  out,  e.g.
through arranging for interpretation.

7. To arrange for trained volunteer interpreters to escort and interpret for users
when they need to attend appointments related to housing, money or access
to welfare.   

8. To ensure that  service users are fully  aware of  the standards they should
expect  from  LAWRS  and  of  means  to  redress  service  shortcomings  and
failures and to always treat LAWRS’ users with dignity and respect.

Monitoring, administration and reporting

1. To maintain  accurate and up to  date records,  files and case notes,  taking
responsibility  for  individual  cases including  monitoring  these adhere  to  the
standards and quality of the Advice Quality Standard (AQS).

2. To keep case files and records up to date in accordance with LAWRS’ policies
and standards.

3. To  monitor  the  impact  of  the  Service’s  work  on  users,  using  appropriate
systems and relevant monitoring mechanisms in accordance to LAWRS and /
or  funders’ requirements;  and  to  write  reports  for  funders  and  for  funding
purposes as and when required

4. To be self-servicing in administration and case recording

Quality Standards 
1. To  act  as  LAWRS’ internal  supervisor  for  Advice  Quality  Standard  (AQS)

purposes, reviewing three case files per advice worker per month using the file
review checklist. 

2. To review the central record monthly to ensure required corrective action has
been completed when necessary.

3. To  provide  feedback  to  your  line  manager  regarding  file  case  review  at
supervision meetings. 

4. To attend regular  supervision meetings and File  Reviews with the external
supervisor.

5. To  coordinate  Advice  Quality  Standard  (AQS)  reviews  and  implement  the
necessary updates to keep in line with the requirements of the AQS.



Information 

1. To widely promote the service to reach Latin American women who miss out
the most, including through community press articles, leaflets, and web-based
information  and  to  ensure  that  LAWRS’ website  is  updated  on  the  issues
relating  to  this  area  of  work  and  that  information  follows  a  rights  based
approach. 

2. To run a programme of workshops and talks to ensure that Latin American
women are aware of the workings of the UK system as regards social welfare,
including  benefits  entitlement,  rights  to  housing  under  homelessness
legislation and of how to address money, debts and housing problems 

3. To train users and volunteers to build their capacity as peer trainers, so that
they support other users and develop the capacity of the programme. 

4. To  produce  reports  on  your  work  as  required  by  funders  and  to  provide
information in support of fundraising at LAWRS.

5. To ensure that user’s data is kept confidential and to comply with LAWRS’
Data protection and Confidentiality policy. 

Development

1. To  keep  abreast  of  developments  in  the  housing,  money  and  debts  and
welfare  benefits  fields  especially  as  these concern  migrants,  refugees and
minority  ethnic  groups  and  to  take  up  training  and attend  conferences  on
matters relevant to your work

2. To join working parties and initiatives with potential to improve and enhance
availability of support to Latin American women experiencing problems in the
areas of social welfare. 

Management and volunteer supervision

1. To line manage the work of the drop in advisor. 
2. To work with 2-3 volunteer assistants, allowing them to shadow you and to

develop professional  skills,  ensuring that  you delegate work appropriate to
their  skills  and  ability.  Supervision  and  support  including  ensuring  that
volunteers experience at LAWRS is  meaningful,  is  the responsibility  of  the
volunteers’ coordinator.

Other Responsibilities:

1. To comply with LAWRS Equality and Diversity Policy and anti-discriminatory
practices.

2. To uphold and work with LAWRS’ confidentiality and Safeguarding policies at
all times.

3. To attend regular supervision meetings with your line manager.
4. To  attend  and  report  to  LAWRS’ Management  Committee  Meetings  when

required and to provide information for the preparation of the annual report.



5. To  attend  staff  and  other  relevant  meetings  and  to  contribute  to  the
organisation of events such as the AGM, IWD and Christmas party.

6. To undertake your own administrative work.
7. To  undertake  any  other  appropriate  tasks  in  pursuance  of  the  aims  and

objectives of LAWRS and as agreed with your line manager

PERSON SPECIFICATION

ESSENTIAL REQUIREMENTS

(A) Skills, qualifications and experience 
 A  minimum  of  two  years’  experience  of  providing  information,  advice  and

casework support at General Help + Casework or at Specialist Level in housing,
money and debts or welfare.

 Excellent English and Spanish, both orally and in writing.
 Thorough  and  excellent  understanding  of  the  issues  facing  Latin  American

migrant women in the UK.
 Up to date knowledge of UK legislation, case law and policy relating to welfare

rights, housing and homelessness.
 An excellent knowledge of the way in which relevant statutory services operate in

the UK and good knowledge of how to interact with them.
 Knowledge of regulations and quality assurance that apply to information, advice

and casework in the voluntary sector in the UK.
 Good ICT skills, and knowledge of relevant IT packages and ability to maintain an

efficient case recording system. 
 Effective oral and communication skills with particular emphasis on negotiating

effectively to achieve good outcomes for service users.
 Excellent organisational  skills  and an ability to set priorities and work on own

initiative.
 Experience in monitoring and evaluation.
 Line management experience or experience managing volunteers.
 Experience of facilitating groups, training and capacity building.
 Proven ability to prioritise, manage a heavy work load, monitor progress and meet

targets and deadlines.

(B)  Personal attitudes qualities 

 A commitment to secure and uphold women’s rights and preparedness to adhere
to LAWRS’ feminist principles and rights based approach. 

 Excellent inter-personal  and communication skills and an approachable, tactful
and sensitive nature.

 Willingness to integrate equal opportunities principles in all aspects of the work.
 Excellent team working skills. 



 Demonstrable knowledge and skills in working in a user-centred manner and in 
service user empowerment and participation.

 Experience of working with users in distress and ability to calmly deal with 
stressful situations 

DESIRABLE      

 Working knowledge of Portuguese
 A relevant qualification
 Completion of a recognised advisor training programme (e.g CAB, welfare rights

training, Wiseradviser or Money Advice Service accredited programmes).
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