
Greater Manchester Asbestos Victims Support Group 
Worker (Administration and Benefits) November 2014 
 

Job Description  
Introduction 
Greater Manchester Asbestos Victims Support Group (GMAVSG) is a registered charity 
which is governed by a Board of Trustees.  It was established by Greater Manchester 
Hazards Centre (GMHC), which is the employer of all the workers in GMAVSG and 
GMHC. 
 
GMAVSG main day-to-day work involves staffing a helpline for people suffering from 
asbestos-related diseases and making home visits throughout Greater Manchester and 
sometimes in the wider North West, to assist in claiming benefits and Government 
compensation. We have close links with all the hospitals in Greater Manchester. Almost 
all our referrals come from hospital Macmillan nurses or consultant respiratory physicians. 
Over forty percent of all referrals are for people diagnosed with mesothelioma, a fatal 
tumour found principally in the lung pleura. Our client group are mostly elderly: their 
average age is 67 years.  
 
Equally important is GMAVSG’s campaigning work. Campaigning against constant legal 
challenges to compensation and inadequate state benefits and compensation is a 
fundamental part of GMAVSG’s work, as is our contribution to the international 
campaign to stop mining and use of asbestos. Campaigning is, and always has been, 
central to the work of both GMHC and GMAVSG. 
 
GMAVSG is funded mainly by donations from many sources, including an annual 
charitable donation from GMAVSG’s Panel of solicitors.  Funding from all these sources 
is not guaranteed year-on-year, but it is expected that our current annual funding will 
continue for the foreseeable future.  Even if any or all of these sources of funding were to 
reduce, we have sufficient funds to continue providing a service until at least 2016.  
 
Greater Manchester Hazards Centre (GMHC) provides advice, information and 
campaigning on occupational health and safety.  GMHC established the asbestos victims 
support group in 1994 and employs the two GMAVSG workers, setting employment terms 
and conditions, and is responsible for all employee-employer relations. GMAVSG is 
located in the GMHC offices and all employees work co-operatively together.  (GMHC 
employs 1 coordinator and 2 other workers.) 
 
Job Summary 
The work involves two main aspects: 
A.  Administrative support for GMAVSG (except that the other two workers do their own 
administrative work on individual cases). 
 
B.  Making home visits to provide information and assistance to people affected by 
asbestos-related diseases.  This particularly means giving assistance in making claims for 
benefits and for compensation, and includes referring to and liaising with appropriate 
external agencies, maintaining databases of clients, maintaining case files.  Please note: 
training will be provided for this aspect of the work as necessary; experience in welfare 
rights work is a desirable, not essential, criterion in the Person Specification.) 
 
In addition, the work includes: 



C.  Involvement in campaigning on asbestos issues.  This includes assisting in and 
participating in events and demonstrations, attendance at relevant meetings and 
committees, assisting in media work.  
 
D.  Assisting in organising GMAVSG support groups. 
 
Line Management 
The worker is line managed by the full-time GMAVSG coordinator, and is expected to co-
operate with the coordinator and the other GMAVSG worker in planning visits and work. 
 
 



Main Duties 
The numbers give the main duties, the bullet points give examples 
A.  Administrative work 
A1.  Make Blue Badge applications for clients  
This is currently about 150 a year, and requires knowledge of the different systems in each 
of the 10 boroughs in Greater Manchester. 
 
A2.  Organise large-scale mailings 
These include:   
• Annual mailing to hospital consultants, Macmillan nurses, and others to update them on 

the work of GMAVSG and to encourage referrals. 
• Quarterly mailings to the Support Group 
• Quarterly mailings to the Trustees 
• Annual mailing for Action Mesothelioma Day (held in July) 
 
A3.  Assist in maintaining and updating databases 
In addition to the cases database (to which each of the GMAVSG workers inputs) current 
and possible future databases for Greater Manchester / North West include: 
• Hospital consultants – respiratory diseases  
• Macmillan nurses  
• MPs 
• Social landlords 
• Coroners 
• Hospices 
• Insurers (not yet set up) 
 
A4.  Assist in maintaining list of local press contacts and in issuing press releases 
 
A5.  Maintain database of donations 
About one-third of GMAVSG’s income is from individual or group donations   
• Record and monitor these donations, and coordinate the sending of letters of thanks 
• Monitor and record Virgin Money Giving donations (on-line donations), produce 

reports of these donations, and send letters of thanks 
 
A6.  Telephone work 
• Assist with taking telephone messages, responding to calls, and following up calls for 

the other two workers as appropriate 
 
A7.  Other administrative work 
• Review and advise on current systems used for administrative purposes 
• Under the direction of the Coordinator, review old case files, scan paperwork onto 

computer, and dispose by shredding of paperwork which does not need to be kept 
• Assist with writing of Annual Report, for example, by providing relevant information 

on cases to the Coordinator 
 
B.  Individual case work – benefits and other welfare rights 
B1.  Support for people suffering from asbestos related illnesses 
• Provide information and assistance by telephone to people affected by asbestos-related 

diseases 
• Provide home visits to assist in claiming appropriate benefits 
• Take work histories  
• Maintain case files 



 
B2.  Refer to and liaise with other agencies  
• Solicitors, Service Personnel and Veterans Agency (mainly with reference to war 

pensions), Macmillan nurses, hospital consultants, Department for Work and Pensions 
(DWP), trade unions.  

 
 
C.  Campaigning work 
 
C1.  Assist in organising events 
• Public meetings, eg, assist in organising Action Mesothelioma Day 
• Demonstrations, eg, attend Workers Memorial Day events 
• Lobbying , eg, assist in organising lobby of MPs on law reform 
 
C2.  Participate in eternal events and meetings 
This may include the Asbestos Victims Support Groups Forum and the All Party 
Parliamentary Asbestos Sub Committee 
• Attend meetings as required (this will only be if either of the other two workers is not 

able to attend) 
• Assist in developing and participating in Forum campaigning work 
 
 
D.   GMAVSG support groups 
There is currently one support group for people, mainly women, bereaved by 
mesothelioma.   
D1.  Assist in arranging meetings of the Mesothelioma Support Group 
 
D2.  Development of the asbestos work 
• Work with the Coordinator, the Trustees, and the support group to improve the service 

provided for asbestos victims 
 



Person Specification 
(Qualities / Skills / Experience required) 
Applicants will be short-listed on the following specifications and should refer to them in 
their application. 
 
ESSENTIAL CRITERIA  
Recent experience of administrative work. Application form 

Interview 
Good computer skills – word processing and databases 
 

Application form 

Experience of working with people who may be in distress, 
terminally ill or who are adjusting to major changes in their 
lives – the work can be emotionally taxing 

Application form 
Interview 

Basic understanding of disability, carer, bereavement and other 
welfare benefits, and willingness to be trained to develop this 
understanding 

Application form 
Interview 

Willingness to be trained to provide (simple) welfare rights 
advice and information to people with asbestos-related diseases 
 

Application form 
Interview 

Willingness to play an active role in campaigning Application form 
Interview 

Ability to communicate clearly orally and in writing Application form 
Interview 

Ability to plan case load and maintain accurate records Application form 
Interview 

Ability to work within a small team and on own initiative 
 

Interview 

Willingness to travel throughout Greater Manchester, and 
occasionally in North West and elsewhere.  Practically this 
means being a car driver and having access to use of a car for 
visits. 

Application form 

 
DESIRABLE  
Up to date understanding of disability, carer, bereavement and 
other welfare benefits 

Application form 
Interview 

Recent experience of providing welfare rights advice and 
information services   

Application form 
Interview 

Knowledge of health and safety at work 
 

Interview 

Understanding and experience of trade union activity Interview 
 

Knowledge of Industrial Injuries Scheme benefits and 
compensation schemes 

Application form 
Interview 

Involvement in campaigns (national, local, community groups, 
political, environmental, etc) 
 

Application form 
Interview 

Experience of liaison with external agencies Application form 
Interview 

 
 
 



Contractual / Employment Issues 
The legal employer is Greater Manchester Hazards Centre Ltd; the work is for the Greater 
Manchester Asbestos Victims Support Group, which has charitable status and is governed 
by a Board of Trustees.  Accountability is to the GMAVSG Board of Trustees, via written 
and verbal reports.  A GMHC Management Committee member sits on the GMAVSG 
Board of Trustees, effecting liaison between the two bodies. 
 
1.  Working Hours 
The job is initially for 3 days a week / 21 hours, (based on full-time of 35 hours per week).  
It may include some evening and/or weekend work.  No overtime will be paid, but time 
off in lieu will be given. 
 
2.  Salary 
Pro rata for 3 days a week, based on full-time gross salary of £26,539 from 1st April 2014 
(Local Authority scale point 31), which is £15,925 per annum.  Note: Pay rise pending, to 
be paid from 1st January 2015. 
 
3.  Holidays 
Five weeks (25 days) plus official public holidays (8 days), pro rata for part-time work. 
 
4.  Sick Leave 
There is no paid sick leave during the first three months of employment.  After three 
months’ employment: one month full pay plus one month half pay; after fifteen months: 
two months full pay plus two months half pay; after twenty-seven months: three months 
full pay plus three months half pay. 
 
5.  Maternity Leave and Pay 
This will be according to statutory provision. 
 
6.  Special Leave 
There is provision for special leave, compassionate leave, dependant care leave by 
agreement with the Management Committee. 
 
7.  Travel and Subsistence Expenses 
Actual expenses by bus and train; car allowance of 45p per mile.  Meals will be paid for at 
reasonable cost when working away from Greater Manchester.  
 
8.  Pension 
There is no pension scheme.  GMHC as a small company is not required to provide an 
occupational pension until 1 July 2016. 
 
9.  Trade Union Membership 
All employees are expected to join an appropriate trade union. 
 
10.  Equal Opportunities 
We attempt to be an equal opportunities employer, and expect all employees to comply 
with our equal opportunities policy. 
 
11.  Three Month Review 
It is expected that any problems or issues identified by the new worker or the line manager 
will be dealt with as quickly as possible, through regular supervision sessions.  After about 
three months in the post, there will be a review between the new worker and the line 



manager.  This is intended to support the new worker, to check that training needs have 
been met, to identify any outstanding issues. 
 
*Detail of the full terms and conditions of employment are included in a written statement, 
which is available for candidates.  The successful applicant will receive a personalised 
copy on appointment. 
 


