SKYE & LOCHALSH CITIZENS ADVICE BUREAU

MONEY ADVICE WORKER: JOB DESCRIPTION
Name of Employer: Skye & Lochalsh Citizens Advice Bureau
Job Title: Money Advice Worker
Responsible to:
Bureau Manager
Responsible for:


Summary of main responsibilities:

· Responsible for the quality of advice and standard of service provided by the money advice unit

General Responsibilities

· Maintaining expertise in relevant legislation e.g. welfare rights, debt and bankruptcy

· Undertaking detailed casework on multiple debt problems

· Maintaining detailed statistics of individual debt cases

· Supervising training and supporting advice workers dealing with money advice enquiries

· Taking responsibility for day to day management of money advice work

· Providing regular reports on functioning and development of the Project

· Attending at team/staff meetings as required

· Establishing/improving liaison with other agencies, community groups

· Working co-operatively with Money Advisers in other CABx and other agencies within the local authority area, in the production of reports and strategies to improve the provision of money advice.

Developing public awareness of the service and undertake preventative work by;

· Giving talks to community groups, schools, etc.

· Developing training and information materials

· Preparing reports and press releases

· Producing an annual report and business plan for the purposes of monitoring and reviewing the objectives of the service

· Carrying out other duties as specified by the Manager and required by the exigencies of the post

MONEY ADVICE WORKER - PERSON SPECIFICATION 
	MONEY ADVICE WORKER
	COMPETENCIES

	QUALIFICATIONS
	· recent money advice or debt/counselling experience

	EXPERIENCE 


	· Experience in casework/case management
· Experience in the preparation and presentation of training courses

· Experience of preparing reports, plans and proposals.



	SKILLS AND ATTRIBUTES
	· Ability to work without close supervision, prioritise own work and meet deadlines

· Ability to work as part of a  team 

· Ability to communicate effectively, both orally and in writing

· Understanding of the main principles and methods of statistical gathering and service evaluation

· Ability to work hours flexibly as required by the needs of the service.

	KNOWLEDGE
	· A sound working knowledge of welfare benefits and of the legal rights of debtors and creditors

· A knowledge of money advice strategies

· A working knowledge of Microsoft software and related packages

· An understanding of and commitment to aims, principles and policies of the service.



	OTHER
	· A willingness to undertake training identified in collaboration with the Bureau Manager.




