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Independent advice for our community



                                            SCQF COMPETENCIES

Job Descriptions


	CARF 

SCQF Level 5
	Money Advice Assistant 

	Department/Reporting To
	Debt Advice Co-ordinator

	Job Function /Location
	Money Advice Unit, Craig Mitchell House, Flemington Road, Glenrothes, KY7 5QF

	Purpose of Job
	The Money Advice Assistant will primarily work as part of the money advice team answering telephone enquiries and is expected to demonstrate and adhere to good practice in all aspects of this work.

The Money Advice Assistant will support all aspects of Money Advice, including dealing with general money advice enquiries and handling referrals from external agencies as necessary.

	Scope of Work
	· To carry out the full range of administrative tasks associated with the running of the money advice unit, (for example scanning, attaching and filing documents).
· To undertake other duties as defined by the Money Advice Manager or Debt Advice Co-ordinator as required by the exigencies of the service.
· As detailed in the degree of autonomy

	Degree of Autonomy
	· Carry out a diagnostic interview by telephone in respect of general money advice enquiries, including identifying emergency requirements for referral to the duty Money Adviser and update electronic case record.

· Using established software input and prepare comprehensive financial statements, checking accuracy of data.

· Prepare charity applications with supporting documentation, liaising with client, money adviser and charities direct and any necessary follow up.

· Administer incoming and outgoing mail.

· To make client appointments on behalf of Money Advice Unit, ensuring clients are aware of essential documentation required to bring to MA appointment. Update Money Adviser with any relevant information.

· To support and mentor volunteers and placements. To support and mentor new members of staff joining the team, using established systems and processes, both electronically and manually.

· To attend staff team meetings on a monthly basis

· Identify own training needs with your line Manager and training and development officer

· To assist in the production of publicity materials or press releases to promote the debt advice service.

	Processes
	· Process money advice referrals to/from statutory agencies and voluntary sector Organisations.
· To ensure accurate recording of client cases using multiple computer software packages in accordance with recognised good practice in the money advice field

· Timeously process and input initial client forms using multiple systems within set timeframes following standard processes.  Prioritise own workload and highlight to Co-ordinator increase in workload during peak times


	Quality 
	· Adhere to the Company’s   recognised good practice and standard processes and procedures to ensure governance and compliance at all times.

· Contribute to overall efficiency and quality of processes and procedures.

	Skills
	· IT literate
· Customer facing experience

· Excellent written, oral and communication skills.

· Organisational/planning skills

· Person specification requirements are detailed in person specification document

	Knowledge
	· To identify areas of particular concern in money advice and to highlight matters of social policy.
· Understand aims and principles of policies and procedures and contribute to development and revision of these policies and procedures.  
· Highlight areas for potential improvement to the Debt Advice Co-ordinator or Money Advice Manager

	Personal Development
	Identification of personal strengths and weakness, as well as identifying personal training needs. To attend in-house and external training courses as appropriate
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