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GMAVSG - Worker  
 

Job Description 
 

Introduction 
Greater Manchester Asbestos Victims Support Group (GMAVSG) is a registered charity. 
We provide free comprehensive advice on benefits, and basic information on compensation, to 
people with asbestos-related diseases.   
 
The main day-to-day work involves staffing a phone helpline (9.30am to 4pm Monday to Friday) 
and making home and hospital visits to patients in Greater Manchester and in some of the 
neighbouring parts of Lancashire, Cheshire and Derbyshire.  Most of our clients have 
mesothelioma, a terminal cancer; they are mostly men in their 60s, 70s and 80s, who were 
exposed to asbestos at work.  The main purpose of the phone helpline is to ensure that visits are 
promptly offered to people newly diagnosed with an asbestos-related disease.  We also receive 
referrals from clinical nurse specialists or consultant respiratory physicians in the hospitals in 
Greater Manchester.  
 
GMAVSG runs two support groups. The Families group is for people who have lost a loved one to 
asbestos disease. The Living Well group, which we run in partnership with clinical nurse 
specialists, is for people with mesothelioma. 
 
GMAVSG campaigns, nationally and internationally, on issues affecting asbestos victims.  
 
Greater Manchester Hazards Centre (GMHC), a not-for-profit organisation that campaigns on 
occupational health and safety, established GMAVSG in 1994.  The GMAVSG Worker will be 
employed by GMHC but will work exclusively for GMAVSG. 
 
During induction, it is expected that the Worker will be based mainly in the office in Hulme in 
Manchester, alongside the GMAVSG Coordinator.  Afterwards, they will work mainly from home, 
except when visiting clients. 
 

Supervision / Management 
The Worker is line managed by the GMAVSG Coordinator, and is expected to co-operate with the 
Coordinator and the other GMAVSG Worker in planning visits and work. 
 

Job Summary 
 

1. Providing comprehensive advice on benefits, and basic information / signposting on 
compensation, to people with asbestos diseases. This is through home visits. Training will be 
provided on industrial injuries benefits and compensation for people with asbestos diseases. 
 

2. Administration. Admin relating to the worker’s benefits caseload, but also relating to the support 
groups, our campaigning, and the wider running of the charity. Experience of using Microsoft 
Office and good general IT skills are essential as we are mostly ‘paperless’. 

 
3. Covering the helpline. All workers, including the GMAVSG Coordinator, will have days when 

they cover the helpline. On these days, they will also deal with incoming post and emails. 



 
4. Assisting with running the support groups. 

 
5. Assisting with campaigning.   

 
Prior experience of running support groups and campaigning is desirable but not essential. An 
ability to empathise with asbestos victims and a passion to see justice done for them is vital!   
The GMAVSG Coordinator will take the lead on our support groups and on campaigning, but the 
Worker will need to assist from time to time. Training will be provided where necessary. There is 
scope for the Worker to get more involved with these aspects of the work if this can be managed 
alongside advice service demands. 
 
 

Main Duties 
 
1.  Advice and Information for Clients 

• Using interview skills to gather information especially work histories 

• Identifying appropriate benefits to apply for 

• Using QBC software (training will be given) 

• Completing benefit claim forms 

• Benefit reconsiderations and appeals, which may involve advocacy / representation  

• Maintaining databases and electronic case notes 
• Managing a caseload of clients 

• Dealing empathetically with terminally ill clients and their families  

• Delivering benefits advice face-to-face 

• Providing basic information on civil compensation (training will be given) 

• Liaising with solicitors when necessary 
 
2.  Administration 

• Processing donations 

• Maintaining databases 
 
3.  Enquiries and Advice 

• Covering the helpline 

• Dealing with incoming post, emails and calls 

• Using interview skills to gather information 
• Arranging home visits with clients 

• Providing appropriate information to solicitors and coroners 

• Directing people exposed to asbestos at home or work to appropriate sources of 
information and advice (training will be given) 

 
4.  Assist with running support groups 

• Promoting the groups to clients on the caseload 
• Mail-outs 

• Chairing meetings when the Coordinator is unavailable 
 
5. Assist with campaigning 

• Contacting clients on the caseload about our campaigns 

• Mail-outs 

• Writing to MPs on behalf of clients 
• Assist in organising events and attending on behalf of GMAVSG (eg, Action Mesothelioma 

Day, Workers Memorial Day, lobbies of parliament) 

• Occasionally this may involve making presentations to groups about the work of GMAVSG 
and/or current campaigns  

 
And any other appropriate duties corresponding with the needs and aims of GMAVSG. 
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Person Specification 
 
Applicants will be short-listed on the following specifications and should refer to them in their 
application. Experience can be from paid or voluntary work. 
 
ESSENTIAL CRITERIA 
 
Recent experience of welfare rights / benefits advice, including managing a caseload. 
 
Up-to-date knowledge of the main disability, carer and bereavement benefits. 
 
Experience of providing advice, information or assistance over the phone. 
 
Experience of helping people in distress (e.g. people who are anxious, ill, dying or 
bereaved). 
 
Administration experience (e.g. maintaining databases and records) 
 
ICT skills (e.g. using Zoom, Microsoft Outlook, Microsoft Word, Microsoft Excel and 
Microsoft Access). 
 
Ability to communicate clearly orally and in writing 
 
Willingness and ability to work independently from home. In practice, this means having 
reliable mobile reception, a reliable broadband connection, and space to work at home.  
A mobile telephone and a computer will be provided. 
 
Willingness to travel throughout Greater Manchester, and some of the neighbouring areas of 
Cheshire, Derbyshire and Lancashire, and occasionally elsewhere.  Practically this means 
being a car driver and having access to use of a car for visits. 
 
 
DESIRABLE CRITERIA 
 
Knowledge of compensation and industrial injuries benefits for people with asbestos 
diseases. 
 
Experience, or knowledge of, trade unionism 
 
Knowledge of health and safety at work 
 
Experience of campaigning (e.g. community, political, environmental etc.) 
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Contractual / Employment Issues – Summary* 
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 
2 to 3 days / 14 to 21 hours a week: number of hours per week and days of work negotiable, 
providing you are available during core hours of 9.30am to 4pm for at least 2 days a week. 
It may include some evening and/or weekend work.  No overtime will be paid, but time off in lieu 
will be given.  Lunch breaks are unpaid. 
 
2.  Salary 
Based on £39,963 per annum for full-time 35 hour week, pro rata according to number of hours 
worked. Salaries are normally uprated annually (from April) at least in line with inflation. 
 
3.  Holidays 
Based on full-time entitlement of five weeks (25 days) plus official public holidays (8 days): pro rata 
according to number of hours worked. 
 
4.  Sick Leave 
During the first year of employment there is one month’s full pay and one month’s half pay; in the 
second year of employment, two months’ full pay and two months’ half pay; after two years 
employment, three months’ full pay and three months’ half pay.   
 
5.  Maternity and Paternity / Partner 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 GMHC Management Committee and the GMAVSG Trustees. 
 
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 a pension scheme, run by the government approved NEST organisation.  Current 
contributions are 3% of gross salary from the employer and 5% of gross salary from the employee. 
 
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 
Equality Policy. 
 
*Detail of the full terms and conditions of employment are available upon request.  The successful 
applicant will receive a personalised copy on appointment. 
 


