EASTERHOUSE CITIZENS ADVICE BUREAU
Job Description

Job Title

        Caseworker 

Line Manager                 Manager
Salary                             £24,698 per annum
Fixed Term to:               31/03/2023 (May continue depending on funding)
The main purpose of the post is to increase the capacity of Easterhouse CAB in our service to clients. The caseworker will work as part of team undertaking casework in a wide range of areas with particular emphasis on welfare benefits and debt. 
Main Responsibilities
· To provide information, practical advice, support and representation to clients in a range of areas including welfare rights, money advice and housing.
· Undertake research relating to casework. Generally charter the progress of client cases ensuring the maintenance of the bureau case management system and that quality standards are maintained.
· Maintain expertise in relevant legislation e.g. debt, welfare rights.
· Represent clients at Unified Appeal Tribunals when appropriate.
· Supporting new trainees through mentoring and assist in the delivery of basic training.
· Ensure accurate recording of client cases and statistical data.

· Assist in the production of briefing materials, social policy reports and information leaflets

· Abide by the Health & Safety guidelines and share responsibility for own   safety and that of colleagues

· To identify own training and development needs and raise with line manager between appraisals

· To carry out other tasks as may be reasonably requested by the Manager/Assistant Manager
