CLACKMANNANSHIRE CITIZENS ADVICE BUREAU

SPECIALIST ENERGY ADVICE WORKER: JOB REMIT

Employer:

Board of Directors, Clackmannanshire Citizens Advice Bureau 
Job Title:

Specialist Energy Advice Worker
Responsible To:
Managing Director/Assistant Manager 
Main Purpose:
The Specialist Energy Advice Worker will be responsible for the success and development of this new project. You will be responsible for close partnership working, ensuring that the project remit is met and that maximum benefit is received by clients. To ensure that specialist high quality advice and assistance is provided across the Clackmannanshire area through home visiting and outreach services.
Responsibilities

· To support clients with all aspects of energy related advice including assistance with switching tariff and fuel debt 
· To promote and market the project through production of information leaflets / flyers / press releases and social media.

· To establish good working relationships with local agencies to ensure the project works holistically with other services across the region 
· To ensure that written reports are completed accurately and timeously to the funders of the project. 
· To provide training to volunteer and other advisers working in the relevant areas in order to increase knowledge of energy related issues
· To work with other voluntary and statutory agencies in promoting the growth of energy related advice and support in the relevant areas, including awareness raising work with community groups

· To establish and maintain a database of specialist agencies for referral purposes

· To monitor the operation of the Energy Advice Service and identify areas of development

· To maintain accurate, confidential records of all casework in keeping with CAB service requirements

· To record and collate the amounts of  savings made to clients following advice/assistance and other statistics in order to contribute to the social policy work of the region

· Undertake any other reasonable duties as requested by the Managing Director
Accountability

· Attend supervision sessions and annual appraisals
· Provide reports for Management and funders 
Salary: £21,600 pro rata (£10,800 actual) 
Hours: 17.5 hours per week

