
                                    Job Description and 
                                      Person Specification  

 
 

Macmillan Welfare Benefits Service Dorset Project Coordinator 

 

Overview 

To coordinate the service operationally. To provide support to the caseworkers on a day 

to day basis to achieve the service objectives. You will be responsible to the Macmillan 

Project Manager  

Operation 

 Staff, with assistance from a volunteer team, the single access referral point into 
the project. This will involve telephone and email enquiries. 

 Triage these enquiries, identify the urgency of each enquiry and accurately refer 
on to the relevant caseworker as required. 

 Accurately record these enquiries using our CASEBOOK recording system and 
using other statistical programmes for the project. 

 Assist in the design of and maintain effective inter-bureaux referral systems. 

 

Promotion 

 Assist with the promotion of the project to ensure it retains a high profile amongst 
service users, stakeholders and the wider community in Dorset. 

 Assist in the coordination of training and education in the areas of advice for a full 
range of stakeholders such as front line clinicians and nursing staff. 

 

 

 

 

 



Administration 

 Assist the project in meeting all targets and milestones as set out in the Service 
Agreement.  

 Maintain spreadsheets in order to capture relevant data throughout the project. 

 Collate relevant statistics from all four Bureaux involved in the project in a timely 
manner. 

 Draft and submit regular progress reports to the Project Manager. 

 Organise and minute team meetings and stakeholder meetings. 

 

Research and Campaigns 

 Assist with Research and Campaign work by providing information about clients' 
circumstances.  

 Provide statistical information on the number of clients and nature of cases and 
provide regular reports to bureau management.  

 Monitor service provision to ensure that it reaches the widest possible client 
group.  

 Alert other staff to local and national issues. 

 

Other duties and responsibilities 

 Carry out any other tasks that may be within the scope of the post to ensure the 
effective delivery and development of the service.  

 Demonstrate commitment to the aims and policies of the Citizens Advice service.  

 Abide by health and safety guidelines and share responsibility for own safety and 
that of colleagues. 

 

 

 

 

 



Person Specification 

 Previous experience of administering projects in an advice setting. 

 Ability to maintain and protect client confidentiality at all times. 

 Understanding and ability in the use and collection of statistical information. 

 Understanding of the issues faced by those affected by cancer, long term illness 

and disability including their families and carers and an ability to deal with 

emotional, sensitive and distressing issues. 

 Understanding and commitment to the aims and principles of the Citizens Advice 
service and its equal opportunities policies. 

 Ability to monitor and maintain own standards and an ability to deal with 

changing workloads. 

 Excellent interpersonal skills. 

 Written communication skills to a level required to produce relevant statistics and 

reporting material and good management skills of telephone referrals from 

stakeholders, clients and Macmillan. 

 Flexible approach and willingness to work as part of a team. 

 To work with a positive attitude with a calm and efficient manner. 

 Experience in word processing, excel and internet. 

 Experience of working with volunteers. 

 


