ABERDEEN CITIZENS ADVICE BUREAU

Kinship Care Advice Service Regional Officer

Job Description

Name of Employer: 		Aberdeen Citizens Advice Bureau

Job Title: 				Kinship Care Advice Service Regional Officer

Responsible to: 			Bureau Manager

Responsible for:			Nil staff

Supervisory Responsibility	Nil

Summary of Main Responsibilities:

1. To provide advice and information about kinship care across the designated region (Aberdeen City, Highland, Moray, Aberdeenshire, Dundee City, Perth & Kinross) to be based at Aberdeen Citizens Advice Bureau. This will involve travel across the region. 
2. To provide second tier support to Citizens Advice Bureaux in the designated region and to accept referrals of kinship care casework from Citizens Advice Bureaux, local authorities and other agencies  in the event of complex cases 
3. To work closely with local services and stakeholders, such as kinship care groups, to share information and gather intelligence relevant to kinship care throughout the designated area

Specific Responsibilities

1. To maintain an information database of each local authority across the designated region, including
· Key persons and agencies in participating districts within the region.
· Local Authority promotion and information materials
· Local training (statutory and voluntary sector)
· Local authority policy and procedures
· Local authority procedure around ensuring funding parity for kinship carers and foster carers.
· Regional variations in referral procedures
2. To oversee casework support protocols and procedures
3. To maintain training procedures and carry out training for local bureaux and local authorities across the designated area
4. To maintain on-going liaison and promotion with locally based agencies
5. Maintain auditable reporting protocols
6. To carry out any other reasonable tasks as delegated by the Bureau Manager
7. To attend quarterly meetings of the Kinship Care Advice Service at Citizens Advice Scotland.



Person Specification – Kinship Care Project Worker

	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	· S.C.E. Standard Grade or equivalent
	· Certificates at Higher level or above
· Evidence of management or social work training or qualification.

	EXPERIENCE
	· Welfare benefits advice and tax credits
· Understanding of office technology and the role of effective IT systems.
· Experience of delivering quality standards and monitoring service delivery against agreed targets.
	· Training provision
· Experience of working with children and families or with fostering and adoption services.
· 1 year’s paid or unpaid work in advice field.
· Experience in voluntary sector management.


	SKILLS AND ATTRIBUTES
	· Effective written and oral communications skills.
· Skilled in report writing.
· Computer proficient.
· Able to work to budget.
· Ability to work under pressure.
· Ability to manage change and development.
· Ability to communicate effectively and conduct detailed negotiations.

	· Ability to work with statutory and community groups.
· Knowledge and use of a range of computer software applications. 
· Ability to promote confidence in others.

	VALUES AND ATTITUDES
	· Commitment to team working approach.
· Experience of implementing Equal Opportunities Policies and practices
· Commitment to equality of opportunity and services.
· Support the principle of volunteerism.
· Empathy
	· Proven ability of working as part of a team within a community development or volunteer setting.








	KNOWLEDGE


	· Understanding of local authority structures.
· Knowledge of committee procedures.

	· Awareness of the needs of local communities.
· Awareness of the needs and responsibilities of the Data Protection Act.
· Knowledge of fostering and adoption services. 

	OTHER
	· Ability to network with other groups and professionals within the community.  
	· Ability to work with the media.
· Qualified car driver with access to a motor vehicle.
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