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Advice Worker
Stronger Start
Funded by the National Lottery


Job title: Advice Worker	
Organisation: Renfrewshire Citizens Advice Bureau
Project: Stronger Start
Location: Hybrid (with travel throughout Renfrewshire, West Dunbartonshire & Inverclyde 
Salary: £28,246.40 (per annum)
Position type: Full-time (35 hours a week) (job sharing considered) 
Fixed term: 1-year contract (January 2024 – January 2025) 
Interviews: Anticipated W/C 13th November

About us: Renfrewshire Citizens Advice Bureau is a local, independent charity that provides free, impartial, and confidential advice. 
Job Description: We are seeking an enthusiastic and empathetic Advice Worker who embodies the qualities and skills required to support our clients effectively. The Advice Worker will lead our Stronger Start project which will help pregnant women/new mothers to navigate the challenges they may be facing, ensuring that they have access to the support they need for a brighter future. The project's clients will have multiple vulnerabilities including, mental health/physical disabilities, poverty, and communication (language and literacy difficulties) which will require additional support. A PVG is essential for this position. Your responsibilities will include: 


Key responsibilities: 
1) Client Support: Provide advice, guidance, and support to pregnant women and new mothers, helping them to address a range of issues including financial stability, housing, legal rights, and access to essential services. 

2) Assessment: You will conduct a comprehensive assessment of the client's needs throughout their interaction with the project. You will ensure you have a full understanding of the client's circumstances and will develop a tailored support/action plan with them. 

3) Knowledge: You will maintain up-to-date knowledge of local resources, services, and benefits available to pregnant women and new mothers, facilitating referrals to relevant agencies and organisations as needed. 

4) Record Keeping: You will maintain accurate and confidential records of client interactions, ensuring that all data is promptly entered into the Bureau’s case management system. 

5) Collaboration: You will work closely with the project’s advocacy worker and administrator to ensure a coordinated approach to support and advocacy for the project’s clients. 

6) Social Policy Advocacy: You will assist with the Bureau’s social policy work by reporting social policy issues through the appropriate channels. 

Person Specification: 

Essential for appointment & holding of post: 

· Friendly and approachable manner with an ability to show respect to all clients regardless of their circumstances. 

· Agreement to observe the strictest level of confidentiality on all client matters. 

· Experience working as an Adviser in an advice giving organisation. 

· Ability to manage workload and accommodate variation in demand for service and resources available. 

· Maintain expertise in relevant legislation, including welfare rights and debt. 


· Excellent administrative and organisational skills with a demonstrated ability to work within systems and follow procedures. 

· Strong communication skills in conversation, by telephone, and in writing with clients. 

· Commitment to work in partnership with our volunteer advisers, specialist advisers, and other colleagues for efficient service delivery. 

· Ability to use computers and computer-based information systems in support of the role and the work of the Bureau. 

· Ability to develop skills and knowledge to support colleagues and the project.  

· Attend team/staff meetings as required 

· Establish/improve liaison with other agencies and community groups

· Undertake any other tasks as may reasonably be requested

Highly Desired: 

· An understanding of, and a commitment to the aims and principles of the CAB service and its equal opportunity policies. 

· Experience in advising on Welfare Rights, Housing, Employment, and Money Advice issues. 

· Proficiency in word processing and the use of databases and computer-based information systems. 

· Experience in working with vulnerable adults 

· Experience in working with volunteers 

· Ability to monitor and maintain own standards

· Ability to use IT in the provision of advice

· Willingness to learn and develop skills in advice topics

· Ability to research, analyse and interpret complex information 

[bookmark: _Hlk148338749]How to apply: 
If you are passionate about making a positive impact in the lives of pregnant women and new mothers, and you meet the qualifications and qualities outlined in our person specification, we invite you to apply. Please complete the attached application form and send it to manager@paisleycab.casonline.org.uk by the 6th of November 2023. 
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