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Stirling District Citizens Advice Bureau Ltd 
Session Superviser (Quality Assurance) Maternity Cover 
Essential Criteria

1. Recent experience of providing support to front line volunteer advisers in relation to  financial advice /debt advice/ welfare rights and benefits advice / relationship breakdown / housing / homelessness and  related practical advice in a Bureau or similar advice setting
2. Experience of working in people centered advice in general 
3. People skills to support client  issues whilst  maintaining emotional objectivity and professionalism 
4. An understanding  of the quality assurance and the processes involved in the  legal and technical accuracy of case checking
5. 
Highly attuned written and oral communication skills, including  ability 
to write clear and concise case records and reports for the Bureau 
Manager and complete CAS reporting requirements  
6. Strong interpersonal skills and the ability to build rapport and influence others, to include group work and client centred interviewing.  
7. Ability to establish, develop and sustain relationships with key stakeholders 
8. Ability to work on own initiative and take personal responsibility for achievement of qualitative and quantitative targets
9. Proven organisational and time management skills

10. Ability to display flexibility in a challenging working environment
11. Competent in the use of IT systems, particularly Word and internet
12. Adopt responsibility for own learning and development

13. Effective team worker
14. Commitment to equal opportunities

15. Commitment to the aims and principles of the CAB service

16. Current driving licence (the post may involve occasional travel within Scotland and the rest of the UK)

Desirable Criteria

17. Knowledge of the work of advice agencies

18. Experience of voluntary sector work, either paid or unpaid[image: image3.png]



