`MORAY CITIZENS ADVICE BUREAU

DEPUTY MANAGER JOB DESCRIPTION
Name of Employer: Moray CAB
Job Title: Deputy Manager
Responsible to: The manager and the board
Responsible for: Support, supervision and training of volunteers and some paid staff:

Hours: 28 weekly to be worked Tuesday to Friday
Salary: £22658 - £24964 pro rata
Summary of main responsibilities:

· To assist the Bureau Manager in the day to day running of the bureau and to deputise for the manager in her absence
· To ensure our outreach service is staffed as necessary
General responsibilities

· To manage the rota for reception and advice sessions
· To organise and supervise a home visiting service as necessary having regard to financial/staffing restraints
· To provide support for bureau workers by being available for consultation, monitoring ongoing cases and client records.
· To organise the recruitment and training of volunteer bureau staff

· In conjunction with the manager develop partnership working with relevant organisations.
· To carry out all Health and Safety checks keeping abreast of Health and Safety legislation

Interview Support
To be first line support/assist the session supervisor for the bureau and outreach advice workers by:

· Being available for consultation on complex or unusual enquiries

· Taking measures to ensure correct information is given and that accurate records are kept

Monitoring and Progressing of Ongoing Client Cases

Checking case records to:

· Ensure that research work, telephone calls / correspondence relating to casework has been undertaken

· Chart the progress of ongoing client cases

· Authorise the production of standard letters or original correspondence necessary to progress a client’s case

· Record and file correspondence in appropriate case file

Bureau Administration

To supervise the bureau and outreach administration by:

· Recording the positive financial benefits won on behalf of bureau clients in accordance with CAS’s Guidance

· Assisting the Manager in matters relating to the production of the Annual report and organisation of the AGM

· Undertaking other administrative tasks when delegated by the Manager

Training

To organise and participate in the recruitment and training of volunteer bureau staff by:

· Mounting recruitment campaigns for voluntary staff and interviewing of applicants for adviser training

· Organising and delivering the adviser training programmes in consultation with the bureau tutors
· Supervising practical bureau training for new volunteers

· Assisting in the organisation and delivery of ongoing specialist training programmes for experienced workers

· Preparing and producing appropriate training materials as required

· Liaising with CAS training staff and other bureau tutors

Liaison

· To assist the Bureau Manager to create an awareness within the community of the role of the CAB
· To liaise with relevant external agencies and by good public relations practice to promote confidence in the service
· To contribute and to participate where appropriate in CAS activities
Other

· To keep abreast of the latest developments in the information and advice field

· To carry out any other reasonable tasks as required by the bureau manager or board of directors
DEPUTY MANAGER – PERSON SPECIFICATION
	DEPUTY MANAGER
	COMPETENCIES 

	QUALIFICATIONS
	· Good standard of general education.

	EXPERIENCE
	· 2 year’s managerial experience including staff supervision

· Experienced in office administration

· 1-2 years experience in the advice field

· Experience of managing office IT systems 

	SKILLS AND ATTRIBUTES
	· Excellent written and oral communication skills

· Computer proficient

· Ability to work under pressure

· Training skills

· Ability to manage change

· Ability to travel within the local CAB area and elsewhere, as required 
· Project management

· Knowledge of Health and Safety legislation

	VALUES AND ATTITUDES
	· Commitment to the Aims and Principles of the CAB service

· Commitment to team working

· Commitment to equality of opportunity

· Experience of implementing equal opportunities policies and practices

	KNOWLEDGE
	· Microsoft computer software

· Committee procedures


