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Job Description
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IN COURT ADVISER


The Adviser is responsible to the Manager of Haddington Citizens Advice Bureau and ultimately to the CAB Board of Management.

Salary:
 

£25,890 

Pension:  

Stakeholder pension (7% Employer contribution)

Hours:


35 per week (some out of hours working will be required)

Length of contract:
Fixed term to end September 2016
It is essential that the In Court Adviser has a clear commitment to the ideals of access to justice, the Principles of the CAB Service and to customer care.  Significant experience of dealing with the public, including vulnerable groups in challenging circumstances, is required together with the ability to deal with people in a tactful and sensitive manner in crisis situations.

The In Court Adviser will be required to represent clients at the Sheriff Court and therefore must have sufficient experience and relevant competence to perform this role in accordance with the Home Owner & Debtor Protection (Scotland) Act Guidance for Lay Representatives.

It is a requirement of the job to carry out all actions in compliance with the CAB service and Scottish National Standards for Information & Advice.

The post is currently funded by the Scottish Legal Aid Board until the end of September 2016, there is no guarantee of continuation beyond this date. Haddington Sheriff Court Closed in January 2015 with all business transferred to Edinburgh Sheriff Court. 
Main Areas of Responsibility

Client Focused
· To offer timely advice, information and practical assistance for clients 

ie pre-court mediation, post court advice and assistance.

· To offer emergency representation and diagnostic advice to unrepresented clients, taking on their cases or referring to an appropriate agency as required.

· To provide accurate, impartial information regarding clients’ legal position and identify and explain all options and courses of action.

· To take on and maintain a caseload at the specialist level of advice using the required national case management systems and procedures, ensuring that all case work complies with the professional and technical quality of advice transaction criteria.
Partnership Working

· To liaise with the Sheriff Clerk’s Department in Haddington Sheriff Court and maintain effective working relationships including attendance at the Sheriff Court Users Group meetings.
· To liaise with the relevant local authority departments in relation to Section 11 referrals under the Homelessness (Scotland) Act 2003.
· To work with other agencies in the pursuit of a preventative approach to problems that lead to legislative action.

· To work closely with the CAB Money Advice, Homelessness Intervention and outreach projects.
Other

· To be responsible for maintaining expertise, both personally and within the team, in all relevant legislation and guidance.

· To promote the service and establish and maintain links with statutory and voluntary agencies, particularly Musselburgh CAB.

· To produce regular reports and maintain detailed statistics as 
required.
· To develop and provide training courses both internally and externally
· To supervise and line manage project staff and support volunteer 
advisers and other staff as required
· Carry out other duties as specified by the Manager and required by the exigencies of the post.
The In Court Adviser will assist the Manager to develop public awareness of the service and undertake preventative work by

· Producing quarterly and annual reports, as required by funders, for the purposes of monitoring and reviewing the objectives of the service
· Developing promotional material to raise awareness of the assistance available and encouraging people to seek assistance prior to court action

· Developing referral procedures with the Sheriff Court and other agencies

· Preparing reports and press releases

The In Court Adviser will work closely with the colleagues and stakeholders  to facilitate strategic development and contribute to the overall efficiency and effectiveness of the service.

The In Court Adviser will have responsibility for line managing the Access to Justice Debt Adviser and Support Assistant posts.

General

The In Court Adviser will

· Work to an agreed forward job plan

· Undertake any other specified duties that may from time to time be 
required

· Hold a current driving licence and provide own transport insured for business use to provide home visits for vulnerable and disabled people
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Haddington Citizens Advice Bureau is registered as a Scottish charity (Charity No SC000814) and is a company limited by guarantee (Company No SC374255) with its registered office at 44A-46 Court Street, Haddington, East Lothian, EH41 3NP
Tel:  01620 824471;  Fax:  01620 822390

Email:  cab@haddingtoncab.casonline.org.uk

Website: www.haddingtoncab.co.uk

24 hour advice:  www.adviceguide.org.uk

