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They may be surprised that we are a charity working in partnership with a clinical team that delivers primary care to 

over 50,000 patients every year. Or that we have incubated 73 social businesses, with a combined turnover in 

excess of £5 million, creating almost 400 jobs in the process.

People are often surprised we have our own in-house research team and a knowledge share project that has 

welcomes 2,000 visitors from 27 different countries a year. And not everyone expects us to have a staff team that 

hails from 30 countries and speaks over 20 different languages and dialects. And then there is the inspirational three 

acre therapeutic gardens, with a beautiful Mediterranean courtyard that smells of jasmine and lavender.

Many thanks for your interest in 
working at the Bromley by Bow 
Centre

People often find the Bromley by Bow 
Centre surprising. 

Perhaps they don’t expect a charity with 120 staff delivering 65 

separate projects in 30 venues across East London. Nor a 

charity that provides essential services to over 2,500 people 

every month.



We have spent many years creating a really positive, creative and inclusive working environment and my colleagues 

will testify to the fact that the Centre has a very special culture. This is borne out by the fact we are part of the 

Sunday Times Best Companies programme and have made it into the Top 100 Not-for-Profits to Work For in the UK 

for the past four years.

Rob Trimble
Chief Executive & Team Leader

Bromley by Bow in a nutshell

Our focus is to inspire and empower the most vulnerable people, those 
who are isolated, facing physical or mental ill health or are lacking 

confidence, skills or qualifications. We operate in an area with 
entrenched economic and social problems. This includes having one of 

the highest levels of child poverty in the UK, the highest acute mental 
health admission rate in London, the second lowest employment rate in 
London and in an area where 34% of residents do not have English as 

their first language. 

We are a diverse team and 

really enjoy what we do and 

want to make a positive 

difference to peoples’ lives. I 

hope you might be the next 

person to join our team… 

and be surprised.



To support these ambitions, we are seeking a Social Welfare Advisor and 

Caseworker to assist the Bromley by Bow Centre to meet the growing 

needs of our community and help shape the Centre’s Energy Advice 

Service and reduce health inequalities locally.

The Social Welfare Advisor and Caseworker will work across a range of 

contracts within the Energy Advice Service and support the team to 

deliver free, independent, confidential and impartial advice on issues 

including welfare benefits, energy, debt and housing and work in 

accordance with  Advice Quality Standards (AQS). 

The role will be part of the East End Energy Fit team, providing energy 

advice and assistance to households in or at risk of energy crisis.

.

Why is this job so 
important?
The Bromley by Bow Centre 
has big ambitions

If this sounds 
like you then 

we are keen to 
hear from you!



The Advice Service forms a key part of the Centre’s integrated approach to the 

provision of services that support the improved health and wellbeing of our

community.

The Advice Service provides support in a number of areas including welfare benefits, 

housing, debt, financial and consumer advice. It provides information at assisted 

information level and advice at general help and casework level. It also signposts 

and refers onto partner organisations working at specialist level with welfare benefits, 

debt, housing, immigration, and legal advice. 

The East End Energy Fit Project, funded by the British Gas Energy Trust and the Energy Industry Voluntary 

Redress Scheme, has been delivering energy advice to individuals in fuel poverty for the past 10 years. The 

team offers support with utility debts, reducing bills through switching and accessing available discounts, 

improving energy efficiency and maximising income through accessing available benefits. 

The East End Energy Fit team sits within the Centre’s Advice Service and works to the Advice Quality Standard 

(AQS).  

Bromley by Bow Centre 
Advice Service 



Job Summary
The Bromley by Bow Centre is a charity based in East London, located at: St Leonards 

Street, London, E3 3BT (close to Bromley by Bow underground station – District Line 

and Hammersmith & City line) 

Job title Social Welfare Advisor and Caseworker 

Salary Band 4: £24,000 - £29,650 per annum, dependent on experience 

and qualification

Contract Fixed term – August 2021 to 31st March 2022

Hours 35 hours per week. Part time hours will be considered

Reporting To Energy Advice Project Manager 

Holiday 27 days, plus 3 days for Christmas, plus Bank 

Holidays. All staff get an extra day off for their birthday.

Pension Contribution made – details on request 

Probation 3 month probationary period 

Deadline Wednesday 28th July 2021 at midday 

Interviews Week commencing 2nd August 2021

Application process
Please complete an application form alongside our equal opportunity form

and send to: hr@bbbc.org.uk

mailto:hr@bbbc.org.uk


The role of the Social Welfare Advisor and Caseworker is wide-ranging and includes the following: 

Service delivery 

• Provide free, impartial and confidential advice on a range of issues including welfare benefits, housing, debt, 

financial, energy and consumer advice

• Provide casework level advice on welfare benefits, energy, housing and financial issues as appropriate

• Provide information on, signpost and refer to, other relevant advice services and sources of help where 

appropriate, for example solicitor or social worker

• Deliver advice using a range of methods, including via face-to-face appointments, drop-in sessions, home visits, 

telephone, email, and video conferencing

• Refer people to a range of support services such as employment, training, social prescribing, social care, ESOL, 

arts and activities that may address the wider determinants of health

• Deliver advice services to meet funder, contract and internal targets and specifications

• Develop and maintain partner relationships in relation to advice services

Contract Management 

• Work across a range of contracts and support the team in its delivery of key performance indicators (KPIs)

Social Welfare Advisor and Caseworker
Job Description (part 1)



• Maintain confidential and accurate records and administrative systems 

• Input data and case records into internal and external databases in accordance with agreed timescales and to 

required standards

• Contribute to writing reports and compiling data on cases covered and services provided in the agreed format and 

in accordance with agreed timetables

Quality Assurance 

• Comply with Advice Quality Standards (AQS), AdviceUK, Matrix standards and any other appropriate quality 

standards 

• In liaison with the Advice Programme Manager, Energy Advice Project Manager and Advisors discuss new cases, 

progress in existing cases, completed cases and file review results 

• Ensure changes in appropriate legislation, policies, national and local initiatives are applied to working practices 

• Where required, develop more detailed knowledge on specific areas of advice related to assigned project(s)

Staff Management and HR

• Work collaboratively with Advice Service colleagues, trainees, interns and volunteers to support their 

engagement with the service and skills development

• Ensure supervision, appraisal and performance reviews are carried out as required by the Centre policies 

Job Description (part 2)



• Support and manage trainee advice workers, interns and volunteers

• Recommend training as appropriate to the development of the Advice Service, projects and individual career 

progression 

• Provide training or talks to internal staff or external organisations in your area of experience and knowledge

• Cover staff member roles and responsibilities during periods of leave 

General responsibilities

• Provide support across the wider Advice Service as required 

• Ensure the Energy Advice Service reflects the vision, mission and values of the Centre

• Contribute to the ongoing development, planning and design of the Advice Service 

• Ensure best practice is reflected on, shared and implemented

• Work in accordance with the Bromley by Bow Centre policies and procedures including confidentiality, 

safeguarding, home working, lone working, data protection, information governance, and health and safety

• Responsible for producing own correspondence, performing and maintaining administrative tasks

• Undertake any tasks consistent with the level of the post and the scope of the role, ensuring that work is delivered 

in a timely and effective manner.

Duties may vary from time to time, without changing the general character of the post or the level of responsibility

Job Description (part 3)



Essential skills & Experience

• Level 3 qualification in Advice and Guidance or the willingness to work towards

• NEA Level 3 Energy Awareness or willingness to work towards 

• Experience of delivering advice including casework to Advice Quality Standard (AQS)

• Ability to work on own initiative, prioritise and organise own caseload

• Ability to relate to people from different backgrounds

• Ability to make complex information accessible to clients and other advisors

• Excellent interpersonal skills with experience in dealing with enquiries from the public, in person and by 

telephone, email or online 

• Excellent level of customer service

• Commitment to support the development of social policy work

• Ability to make a full contribution to the effective running of a team

• Excellent numeracy, literacy, verbal and written communication skills

• Ability to liaise with other professionals and organisations

• A flexible approach to work

Person Specification (part 1)



• Tact and diplomacy to deal with sensitive and confidential information

• Good awareness of equality and diversity issues and ability to put policy into practice

• Ability to use Information & Communication Technology (ICT) within the Centre

• Understanding of the wider determinants of health and poverty and discrimination issues as they affect 

people accessing the service 

Desirable

• Experience of monitoring and reporting on advice services to contract standards and specifications

• Familiarity with the use of online database tracking systems

• Experience of supporting paid and/or volunteer staff in an advice work setting

• Community language 

At times this post will include some lone working and as such the ideal person will be comfortable working 

this way. We anticipate home working will remain until Covid-19 guidelines change.

Person Specification (part 2)



Bromley by Bow in a nutshell (part 1)

Founded in 1984, the Bromley by Bow Centre is a pioneering registered charity located in Tower Hamlets. We 

support families, young people and adults of all ages to learn new skills, improve their health and wellbeing, find 

employment and develop the confidence to achieve their goals and transform their lives. The Centre provides a 

range of integrated services. 

Our services are grouped under five programme areas:
1. My Life - health, wellbeing and fitness

2. Community Connections - timebanking, inclusive arts, horticulture

3. Employment and Skills - employability, ESOL, digital inclusion, vocational training

4. Advice Centre - welfare, housing, money and debt management, utilities advice

5. Beyond Business - social enterprise start up and support

Our focus is to inspire and empower the most vulnerable people, those who are isolated, facing physical or mental 

ill health or are lacking confidence, skills or qualifications. We operate in an area with entrenched economic and 

social problems. This includes having one of the highest levels of child poverty in the UK, the highest acute mental 

health admission rate in London, the second lowest employment rate in London and in an area where 34% of 

residents do not have English as their first language (compared to 22% in London and 8% nationally).



Bromley by Bow in a nutshell (part 2)

The Centre has an innovative approach constructed around an integrated programme of services. This model is 

based on empowering local people, fostering mutual support and creating a resilient community that can thrive at a 

time of huge economic pressure. Our focus is on long-term transformative impact on both individuals and the 

community as a whole, and we believe that it takes a steady commitment over many years to make lasting change.

Our vision is of a community where everyone benefits from the opportunities the future holds and where no one is 

ignored, excluded or forgotten. In the same vein, our mission is to use our empowering social entrepreneurial model 

to create a cohesive, healthy, successful and vibrant community that becomes a beacon for others.

The Centre acquired the adjoining three acre park on a portion of the land in the late 1990’s and built the first 

Healthy Living Centre in the UK. This led to a significant expansion of our model, moving us into primary care. The 

Centre’s location also incorporates an arts centre, a church and a cafe. The Centre has gained a national and 

international recognition for its innovative regeneration work in the community.



Current Funders & Partners

Big Lottery Fund

Power to Change

Big Potential

Macmillan Cancer Support

Wellcome Trust

Health Foundation

National Theatre

Tudor Trust

Children in Need

Garfield Weston Foundation

Investec

JP Morgan Chase Foundation

OCS

Morgan Stanley

Barclays

Poplar HARCA

Public Health England

Tower Hamlets Public Health

Tower Hamlets CCG

London Legacy Development 

Corporation

Sport England

British Gas Energy Trust

UK Power Networks



Inclusive Bromley by Bow

The Bromley by Bow Centre is a very diverse organisation. We 

pride ourselves that our delivery and support teams comprise 

many backgrounds and cultures and represent over 30 different 

nationalities and between us we speak more than 20 different 

languages and dialects. It’s a real United Nations! 

We are committed to fostering an inclusive culture which 

promotes equality, values diversity and maintains a working, 

learning and social environment in which the rights and dignity 

of all its staff and service users are respected. The inherent 

strength of a vibrant, diverse and inclusive workforce help us to 

forge strong connections with all of our clients as well as 

ensuring we align our decisions to the local environment. We 

are very intolerant of intolerance.



All applicants must be qualified to work in the UK. If an applicant has not been granted permanent status in the UK 

he/she must produce evidence of the necessary Home Office immigration status and permission to take employment.

Prior knowledge of a disability enables us to reasonably adjust our interview arrangements as needed. The Centre is 

committed to safeguarding and all our appointments are dependent on a satisfactory Enhanced Level Disclosure & 

Barring Service (DBS) check. 

Application Information

We welcome 
applications from 
everyone



“In the early 1980’s, a run-down church in a poor area of London opened a small cafe, right 

opposite the local school. They started listening to the single mums who would come in for a 

cup of tea after dropping their kids off - and things began to happen. It became the Bromley by 

Bow Centre. Over the years, its grown and developed and turned into the most innovative, 

forward-looking health and community centre I've ever seen. It delivers services in a totally 

holistic and revolutionary way because it has placed people and their lived experiences firmly 

at the centre of every single choice and decision they make.”

Michael Sheen, Actor

“I urge you to take your colleagues down to the Bromley by Bow Centre and let them 

see what has emerged from nothing. It is one of the most impressive displays of social 

entrepreneurship anywhere in Europe.” 

Lord Brian Mawhinney, House of Lords

“Everything about the Bromley by Bow Centre's work is both revolutionary and common sense. 

Sadly it is still revolutionary to listen to our local communities, to work with them rather than for 

them; it is still revolutionary to bring public health and local culture together; it is still 

revolutionary to trust local people to lead by and for themselves. It is also plain common sense. 

Sit down and have a cup of tea, talk to people, listen to them - and act on what we 

hear, together. Their work is a beacon for all who care about social change.”

Stella Duffy, Author
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