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                                                  JOB DESCRIPTION

ADVOCACY SERVICES CO-ORDINATOR
Reporting to: CEO, and in CEO absence reports to the Depute CEO
Role Purpose:  This is a key role within the Bureau’s management team to enable/support smooth running of the specialist added value projects together with the development of processes to achieve effective continuous improvement in efficiencies for the benefit of clients.  This post holder will work closely with the CEO and will be responsible for management of the Bureau’s representation services and related advice projects including support for legal advice and casework and representation services to unrepresented litigants attending Edinburgh Sheriff Court.

The post holder will also work in association with the CEO to identify and develop funding opportunities for new projects and for the extension of existing projects.

The post will be responsible for line management of Advocacy Services Caseworker(s) and related administration staff as specified in the management structure, whilst maintaining their own caseload. 
Contractual Conditions: 35 hours per week
Staff Managed: Advocacy Services Caseworker and Advocacy Services Administrator, as well as Representation Volunteers
Salary Band: (£28,000-33,000)
Responsibilities:
· Support to CEO
· Be responsible for the daily operations of representation services;

· Assist the CEO in the development of the Bureau service to ensure effectiveness is maintained and efficiencies are identified and developed to ensure the continuous improvement of the smooth running of the Bureau;
· Assist the CEO with the preparation of annual or other advice service reports.

· Operations  

· To ensure that the Bureau adheres to the Aims, Principles and Policies and demonstrates through best practice;

· To ensure all compliance with the Bureau’s policies and procedures;

· To ensure that service to clients is within the spirit of the Association's Equal Opportunities Policies;

· To design and maintain effective administrative systems and procedures to ensure the smooth operation of advice service work;
· To develop and provide training courses both internally and externally;

· To prepare full, accurate and regular reports and statistics on all advice service project delivery as required by the CEO.
· Staffing 

· To ensure adequate staffing for the delivery of the Bureau’s representation service and outreach venues;
· To supervise the implementation and running of any outreach, representation at court, home visits and surgeries, including monitoring and supporting caseworkers and providing cover where required;
· To determine Advocacy Caseworker personal training requirements and develop and implement training plans to meet these needs;

· Responsibility for the line management of Advocacy Caseworker(s), Advocacy Services Administrator and Advocacy volunteers;

· To participate in regular meetings with all staff you line manage, in order to provide a forum for discussing legislation, progress of cases, matters arising, issues or social policy issues;
· Responsible for advocacy, court, tribunal and regulated activities including Pension Wise service;

· Liaison with CAS staff member responsible for Pension Wise delivery in conjunction with CEO;
· Assist with any Advocacy Caseworker staff recruitment;

· Responsibility for carrying out appraisals, ensuring that training is up to date and that peer reviews are carried out for Advocacy Caseworkers.
· Support and train new Court and tribunal representation volunteers.
· Marketing and relationships 

· Liaise with members and officers of the Local Authority and participate in appropriate Council groups as required by attending relevant meetings as delegated by the CEO; 
· To represent the Bureau in local networks including CAS Legal Services Group as and when required;
· To liaise and maintain links with appropriate statutory, voluntary and professional bodies.
· Quality assurance and compliance 

· Be responsible for compliance of CAS and National Standards for advice services, ensuring that the case work complies with the professional and technical quality of Scottish National Standards criteria (to Type III Housing and Money Advice);
· To ensure that all staff and volunteers providing representation services are fully trained in the procedures relevant to both Courts and Tribunals;
· To assist in the Audit of the Bureau, by the Association, by compiling information, undertaking research and preparing reports;
· To assist the CEO in ensuring that the Bureau premises and equipment are maintained to as high a level as possible and that the requirements of Health and Safety, GDPR legislation are met.
· Others

· To manage and prioritise a caseload at the specialist level of advice;

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

· Provide accurate, impartial information regarding clients’ legal positions (referring to qualified sources when necessary), identify and explain all options and courses of action;
· Any other duties as identified by the CEO.
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