Airdrie Citizens Advice Bureau

Housing and Welfare Officer
 Person Specification
	
	COMPETENCIES

	QUALIFICATIONS
	Educated to degree level or equivalent relevant experience.

Willing to undertake appropriate further education and training.
Completion of CAB adviser training.

	EXPERIENCE


	Considerable experience in advice work, specifically housing, debt and welfare rights
Experience in representation in benefit and housing related issues.
Experience of carrying and managing a complex caseload.
Good awareness and understanding of how rights and advice issues impact on the local communities
Team working with staff and volunteers.
Communicating and liaising with varying organisations.
Experience of partnership working in the voluntary and statutory sectors

	SKILLS AND

ATTRIBUTES


	Excellent working knowledge of the benefits system and potential changes as a result of Welfare Reform 
Excellent working knowledge and experience of delivering debt advice
Excellent working knowledge and experience of delivering housing advice

Effective oral communication skills with particular emphasis on negotiating and representing.

Effective writing skills with particular emphasis on negotiating, representing and preparing reviews, reports and correspondence.

Ordered approach to casework and an ability and willingness to follow and develop agreed procedures.

Ability to use IT in the provision of advice and the preparation of reports and submissions.
Ability to self motivate and work without supervision.
Ability to monitor and maintain own standards.

Ability to prepare and deliver training.
Willing to be flexible and adaptable in meeting the needs of the service

Positive influence on staff and volunteers.

	VALUES AND 

ATTITUDES
	Understanding of the dynamics of domestic abuse

Ability to respond sensitively to clients who may be distressed, angry and/or traumatised by their experiences. 
An understanding of gender inequality and awareness of the impact of recent welfare reform as a result.
An innovator who likes the challenge of developing and implementing new approaches

Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively.

Demonstrate understanding of social trends and their implications for clients and service provision.

Understanding of and commitment to the aims and principles of the CAB service and its equal opportunities policies.

Commitment to voluntarism.

Commitment to quality customer care

Proven ability to work within a community development or volunteer setting.

Experience of implementing equal opportunities policies and practices.
Ability to deal with volunteers and the public in a competent and caring manner.



