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The Extra Help Unit (EHU) provides support to vulnerable domestic consumers and micro-
businesses across Great Britain with their energy complaints. As defined in the CEAR Act 
2007, the EHU has statutory duties to deal with cases where the consumer’s energy 
supply has been disconnected or is at risk of imminent disconnection. The Unit also has 
statutory powers to support vulnerable consumers.  A person may be deemed to be 
vulnerable due to their personal circumstances, the complexity or urgency of their 
complaint. The EHU is a referral only service with agreed referral partners including 
Citizens Advice Consumer Service, Ofgem and Ombudsman Services: Energy. 
 
The administrative team within the EHU provides business critical support by managing all 
incoming email and letter referrals from key business partners including the Citizens 
Advice Consumer Service, Advice Direct Scotland, Ombudsman Services, and Ofgem.  The 
admin team are also responsible for adding all new email and written correspondence 
from consumers and suppliers to the relevant case.  
 
As an Assistant Administrator, you will provide a wide range of support services including 
arranging travel, ensuring offices supplies are restocked, being first point of contact for 
building/office problems, welcoming visitors and staff to the office. You may also provide 
finance and assist data-cleansing work as required.  
 
This is a busy role so ideal for someone who enjoys a fast-paced environment where they 
can be part of a team that make a real difference to people’s lives. 
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http://www.cas.org.uk/
https://twitter.com/CitAdviceScot
https://www.facebook.com/citizensadvicescotland
https://www.linkedin.com/company/citizens-advice-scotland

