            Airdrie Citizen Advice Bureau

Job Description   Money Adviser (Money Advice/Income Maximisation)
Job Title:
Money Adviser (Money Advice/Income Maximisation)
Salary:
£10,500 per annum  
Holidays:
Holidays 25 + Bank Holidays Pro Rata
Hours of work:

17.5 hours per week.  There will be occasional requirements to provide evening sessions and work occasional weekends, however these will usually be planned to suit in advance either by adjusting hours or time off in lieu. 
Holidays 25 + Bank Holidays Pro Rata.
Probationary Period:

26 weeks

Notice Period:
 4 weeks

Contract Period:

Time limited project, funding has been awarded until 30 September 2016
Responsible to:

  Bureau Managing Director
Overview:
Provide an money advice/income maximisation/financial capability service to HMP Addiewell prisoners, ex prisoners and their families. Working in partnership with the charity Families Outside, all Lanarkshire CABx, HMP Addiewell and other agencies supporting families affected by imprisonment. 
Tasks Description    





           

1. To deliver Money Advice/ Income Maximisation/ Financial Capability service to HMP Addiewell prisoners, ex offenders and their families by operating:

a) Office based appointments at 9 CABx across Lanarkshire and other agencies

b) Outreach Clinics at Addiewell Prison - Links Centre and Visitors' centre

c) Home visits

d) Email and phone advice

2. To support bureaux advice workers in their handling of advice and support to the families affected by imprisonment by providing effective consultancy and guidance

3. To establish and develop good working relationships with each bureau in the defined regional area, our main partner Families Outside, HMP Addiewell, all Lanarkshire CABx as well as other agencies operating under Community Justice Authority working with the target audience

4. To participate in the identification of internal and partner's staff training needs and in the development of training

5. To provide training to volunteer and other advisers, any frontline staff working in the relevant areas in order to maintain up to date approaches to benefits and money advice issues for the families affected by Imprisonment

6. To work with other voluntary and statutory agencies in promoting the growth of the target audience advice and support in the relevant areas, including awareness raising work with community groups

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

8. To monitor the operation of the service and identify areas of development; to promote the service using a wide range of channels

9. Deliver Financial Capability Workshops:

a) To prisoners, ex offenders and their families

b) Partners' staff

c) CABx staff

10. To deliver debt and money advice in accordance with quality standards: CAS Membership and National Standards in Advice Giving. To provide a holistic CAB service which is free, impartial and confidential advice, information and advocacy service.

Undertake relevant casework :

· Carry a specialist case load and deliver ongoing support to clients 
· Refer clients to other staff specialists where appropriate 
· Manage referrals to external agencies and partner organisations 

· To maintain accurate, confidential records of all casework in keeping with CAB service requirements
11.To attend and participate in the Regional Partnership and team meetings

12. To liaise closely with the Admin Co-ordinator, Families Outside, HMP Addiewell, CAS, CABx and other agencies

14. To provide written reports for and attend supervision sessions and annual appraisal; Assist the manager with completing reports as required for funders, auditors, publications; Produce timeous monthly reports for the Bureau manager and bi-monthly reports for the Board of Directors, reports for the regional meetings


15. To record and collate the amounts of benefit income raised and other statistics in order to contribute to the social policy work of the region


16. Commit to attend training to stay abreast of current legislation


17. Conduct regular client satisfaction and impact surveys


18. To implement organisational Equality Policies
19. To perform such other tasks/duties as may be required by Management.

This post involves regular travel throughout Lanarkshire to the partners’ offices and to the homes of clients.  The post-holder will be required to have daily access to transport.
