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Date: 22/6/2023
Dear Applicant

Post of Cash First Project Community Engagement Officer & Advisor with Motherwell & Wishaw CAB
Thank you for your enquiry about the above post.

This recruitment pack contains notes on completing an application for the above role together with job advert, job description and personal specification. The appendices contain the forms required to be completed and returned with your application form.
You will find enclosed some background information about the bureau, further information can be found on the Bureau’s website.
In determining which applicants will be interviewed the Interview Panel will have regard to applicants who best fit the person specification so it is important that you to use this as a guide when completing the application form.

We look forward to receiving your application by the closing date is 7th July 2023 and we would ask that you provide a telephone number where we can contact you day and/or evening.

Yours sincerely

Kinga Kosakowska
Chief Executive Officer 

Motherwell & Wishaw Citizens Advice Bureau
Background Information
Motherwell and Wishaw CAB was formed in 1942 and became a Charitable Company Limited by Guarantee in 1997.  It is a member of the nationally recognised brand of Citizens Advice Bureau (CAB) and has continued to develop in response to the needs of the residents of Motherwell, Wishaw, Shotts and surrounding areas.  The organisation is a member of the umbrella body Citizens Advice Scotland that provides guidance and support to all Citizens Advice Bureau in Scotland (CAS).  The twin aims of the service are: 

· To provide the advice people need for the problems they face

· To improve the policies and practices that affect people’s lives.

Motherwell and Wishaw CAB is well placed to recognise trends and identify particular needs and lack of services for specific groups. 

Through a small team of core and project staff and over 50 volunteers, the bureau provides a free, confidential, independent and impartial service for community residents on a wide range of issues including:

· Debt and money

· Welfare Rights

· Consumer issues

· Immigration 

· Employment and workforce problems 

· Housing

· Relationship and family issues

· Discrimination

· Health services

· Legal rights & responsibilities

Motherwell & Wishaw CAB is a trusted and well respected organisation. It enjoys high levels of client satisfaction and the excellence of its training programme is widely recognised. Its volunteer workforce and paid staff are fully committed and strive, with limited resources, to provide the advice sought by thousands of clients each year.

It is recognised as a Charity with Office of the Scottish Charity Regulator (SC009733), and operates as a Company Limited by Guarantee (SC173485) and is registered with Financial Conduct Authority (FRN 617467).

For a full overview of all our services and current work, please visit our website at: www.motherwellwishawcab.org.
Job Advert

Job Details

Job title:  

Cash First Project Community Engagement Officer & Advisor
Employer:  

Motherwell & Wishaw Citizens Advice Bureau
Hours per week: 
28 hours, flexible working practices and an element of home working

Type of contract: 
Permanent subject to funding currently until 31 March 2025
Salary Range:
£23170-29790 pro rata (dependent on experience) + 5% Employer pension contribution
Location:  

Motherwell & Wishaw CAB
About the Job

Are you looking for a challenge in a dynamic environment of a thriving, innovative Citizens Advice Bureau?  An exciting new opportunity has arisen for a Community Engagement Officer and Adviser to join our organisation.
Make a real difference in the local community and play an active role in ambitious plan to end the need for foodbanks in Scotland. 
An exciting two-year Initiative focusing on enhancing access and engagement with the North Lanarkshire Gateway as the preferred route for cash first support, alongside increasing access to holistic advice and wrap-around service to prevent future need. This pilot will augment North Lanarkshire Council Cash First approach ensuring a dignified and holistic approach to tackling food poverty and insecurity

This pilot will be delivered in the most deprived localities of Motherwell, Wishaw and Airdrie, in local community hubs, delivered by two Advisers and an Engagement Officer/Advisor supported by community volunteers. We will work alongside community organisations in both one to one and group settings providing advice, support and training by both Engagement officer, advisor and trained volunteer Buddies with lived experience who have previously used the Gateway to avert crisis.

Employee Benefits 

· Competitive reward package including annual performance bonus scheme

· 5% employer pension contributions

· Generous holiday entitlement 38 days inc. public holidays and 

· Additional holidays for length of service 

· Family friendly policies

· Home & Flexible working scheme

· Occupational Sick Pay

· Dedicated Training and Personal Development Budget as part of our Talent Management Pool

· Leadership Mentoring

· A wide range of Social Events and Team Building Days

How to apply

Please return your application form together with a completed Self-Declaration Form for an Applicant working with Adults at Risk therefore requiring a PVG Scheme Disclosure and Equality and Diversity Monitoring Form by email to Catherine.Marshall@Motherwellcab.casonline.org.uk
or by post marked “Confidential” to:-


Catherine Marshall

Finance, HR & Facilities Manager

Motherwell & Wishaw Citizens Advice Bureau

90 Brandon Parade East

MOTHERWELL

ML1 1LY

Closing Date for applications: 9th July 2023
Date of interviews for successful applicants:  week commencing 16th July 2023
If you feel that you have the potential for the role, but lack the relevant experience, we may consider recruiting someone with excellent potential and providing relevant training, if you wish to have an informal discussion about the role then contact Kinga on 01698 265349.

Please note that the post is subject to the disclosure of criminal history information and/or credit/Disclosure Scotland checks.

Equality & diversity monitoring

To help Motherwell & Wishaw Citizens Advice Bureau monitor equality and diversity statistics please return the Equality & Diversity Monitoring Form separate from your other application documents by emailing it to: cabfinance@motherwellcab.casonline.org.uk.

Privacy Notice for Job Applicants

The privacy notice sets out, in line with the GDPR, the types of data that we will collect and hold on you as a job applicant.

About the employer

Charity name: Motherwell & Wishaw Citizens Advice Bureau Limited

Scottish Charity number: SCO09733

Job Description
Job title
Cash First Project Community Engagement Officer & Advisor
Employer
Motherwell & Wishaw CAB
Location
Motherwell & Wishaw Locality – our office, targeted outreach locations, home working 

Hours

28 Hours, flexible working practices and an element of home working
Salary

£23170-29790 pro rata (dependent on experience)
Funding Term
Permanent subject to funding currently until 31 March 2025
Cash First Project Overview

Project Brief        

To make a real difference in the local community and play an active role in ambitious plan to end the need for foodbanks in Scotland. 

2 Year Initiative focusing on enhancing access and engagement with the North Lanarkshire Gateway as the preferred route for cash first support, alongside increasing access to holistic advice and wrap-around service to prevent future need. This pilot will augment North Lanarkshire Council Cash First approach ensuring a dignified and holistic approach to tackling food poverty and insecurity

This pilot will be delivered in the most deprived localities of Motherwell, Wishaw and Airdrie, in local community hubs, delivered by two Advisers and an Engagement Officer/Advisor supported by community volunteers. We will work alongside community organisations in both one to one and group settings providing advice, support and training by both Engagement officer, advisor and trained volunteer Buddies with lived experience who have previously used the Gateway to avert crisis.

The service will increase access to the gateway itself by providing:

· In-person access to crisis support in community settings

· More application routes (complemented by face to face and freephone route provided by the pilot)

· Pilot out of hours support for other cash first alternatives Shopping card, fuel vouchers, Grants and as a last resort emergency food aid

· Advice and support for SWF claims process, preparing additional evidence, and challenging unsuccessful decisions

· Training and engagement with end-users and grassroot community organisations

Role of the Community Advisor

· Deliver holistic, empowering financial Inclusion and capability building service to the most vulnerable clients affected by crisis

· Conduct a holistic assessment of needs, addressing underlying issues, provide person centred wrap around support at the point of crisis, during the crisis and beyond it including long term empowerment

· Provide crisis support by way of aiding access to crisis grants, fuel vouchers, shopping card vouchers, other charitable grants and food parcel as a last resort

· Provide income maximisation through benefit checks, assisting with benefit claims, (supporting clients with online benefit applications) challenging benefit decisions, tax related issues (council tax reduction and income tax)

· Provide money and debt advice: Challenging liability for debt, rescheduling debt

· Provide Housing, employment, consumer, family, energy advice

· Act as a Gateway to specialist advice projects

· Accurately record all client data to and contribute to social policy work whilst using our bespoke Case Management System CASTLE and relevant project databases

· Proactive manage Project Caseload 

· Conduct regular client satisfaction and impact surveys, consultation with the beneficiaries and WEMHS tool

· Co-locate in one stop shop community venues in the most deprived areas

· Conduct home visits in exceptional circumstances

· Mentor Volunteer Buddies to raise awareness, encourage and support people in community locations to engage with advice and cash first options available.  They will actively promote the existing food gateway and advice available via CAB and NLC. 

· Build and develop existing and new community partnerships and relationships with community organisation and stakeholders, including creating partnership agreement

· Administer the project bespoke database 

· Produce the quantitative and qualitative reports as required for management, partners, funders, auditors, publications; Produce timeous monthly reports for the Operations Lead and reports for the regional meetings

· Support the evaluation of the project in terms of short and long term impact, level of engagement and its effectiveness

· Monitor the operation of the service and identify areas of development; to promote the service using a wide range of channels

· Manage effectively Project Caseload by following bureau’s case management procedures

· Deliver on the job training for volunteers to the project.

· Carry out case checking and quality assurance of general advice and casework, provide feedback and support adviser to carry out remedial action. 

· Support the Operations Leader (Motherwell Bureau) and Session Supervisor to achieve and maintain CAS Quality and Scottish National Standards. 

· This post involves regular travel throughout Motherwell & Wishaw Locality to community venues and occasional home visits

Organisational Responsibilities

· Adhere to confidentiality at all times in relation to information accessed through role involvement. 

· Any other task that is determined to be reasonably requested of this new and developing post

Planning and development

· Contribute to the strategic development of the Bureau and assist in planning and implementation of such strategy.

· Advise Line Manager on staffing and service delivery issues.

· Identify any unmet need and report it to Line Manager.

Professional development

· Keep up to date with legislation, policies and procedures and undertake appropriate training. 

· Read relevant publications. 

· Attend relevant internal and external meetings as agreed with the line manager. 

· Prepare for and attend supervision sessions/team meetings/staff meetings as appropriate. 

Other duties and responsibilities

· Carry out any other tasks which may be within the scope of the post to ensure the effective delivery and development of the service.

· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.

· Adhere to the aims and principles of the Citizens Advice Bureau service and the good practices and policies of Motherwell & Wishaw Citizens Advice Bureau

Person Specification

	
	Essential
	Desirable

	Qualifications
	Relevant qualification and/or training

Good standard of general education
	Evidence of CAB training/qualification


	Experience
	Experience in provision of Holistic Advice (Income maximisation, Money Advice, Energy Advice etc) Service provision

Experience of providing tailored support services to vulnerable adults
Experience of developing partnerships with other agencies and joint working


	Project Management

Experience of working in the advice sector  

Experience of working with volunteers; in the voluntary sector as, paid member or/and volunteer

Experience of delivering advice sessions from the community-based settings 

Experience of working with clients with complex barriers

Experience of reporting to funders

Case management/case recording experience 

	Skills, Knowledge and Attributes
	Excellent Communication Skills -verbal and written

Ability to demonstrate understanding of social trends and their implications for clients 

Understand the issues involved in interviewing clients. 

Ability to monitor progress against objectives and working with a range of partners. 

Ability to collect, analyse and present project data.

Ability to set up and use systems to collect, collate and share information about project achievements and outcomes.

Proven organisational and administrative skills

Ability to prioritise, complete deadlines and multi-task

Ability to manage your own workload and work on your own initiative

Ability to work as part of a team

Ability to use IT in the provision of advice and the preparation of reports and submissions. 

Excellent interpersonal, and problem-solving skills.

Flexible working approach
	Statistical recording for evaluation/monitoring.

Ability to establish good relationships with other agencies

Knowledge of local community resources including social, recreational, clinical and transportation services

	Values and Attitudes


	Understanding of and commitment to the aims and principles of the CAB service and its equal opportunities policies.

A willingness to learn and develop and reflect on practice. 

Ability to monitor and maintain own standards.
	Proven ability to work within a community development or volunteer setting

Commitment to equality of opportunity

	Other
	Ability to travel frequently across a large geographical area. 

Ability to work in a flexible manner
	


Application For Employment

Motherwell & Wishaw Citizens Advice Bureau

90 Brandon Parade East

Motherwell

ML1 1LY

Telephone: 01698 265 349

Motherwell & Wishaw Citizens Advice Bureau wishes to ensure that comparison between applicants for posts is thorough and in line with it Equal Opportunities Policy. Please complete all sections of this form, including candidate details, acceptance of our privacy notice for job applications, reference details and a declaration of your right to work in the UK. Please do not enclose curriculum vitae.

	Position Applied For
	

	Surname
	 

	Forenames
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Role Applied For
	

	Where did you see the job advertised?
	

	Current (or most recent) job title
	

	Current (or most recent) employer
	

	Current (or most recent) salary
	

	Notice Period
	

	Do you hold a clean current driving licence?
	


General Data Protection Regulation

Motherwell & Wishaw CAB are aware of their obligations under the General Data Protection Regulation (GDPR) and is committed to processing your data securely and transparently. Our ‘Privacy Notice for Job Applicants’ sets out, in line with GDPR, the types of data that we collect and hold on you as a job applicant, how we use that information, how long we keep it for and other relevant information about your data.  It is important that you read this notice so that you are aware of how and why we are using your data, please check the box below to confirm that you have done so. 

☐ I confirm that I have read, understood and agree to the Motherwell & Wishaw CAB Privacy Notice for Job Applicants.
Work Experience 
We want to know about your work experience, paid or unpaid.  Please include your current /previous employment, voluntary work, or community activities, and time spent caring for dependants, etc. if appropriate.  Detail why you left.

	Dates
	Names of Employer(s)/Organisations
	Main Tasks Undertaken 
	Why did you leave?

	
	
	
	


Education and Training 
Please list any education and/or training (including short courses) that you have undertaken. 

	Dates
	Education/Courses/Training
	Qualifications

	
	
	


Additional Information

In this section we would like you to give your reasons for applying for this post.  Bearing in mind the job description and person specification, please indicate what experience, skills and interests you would bring to this job.  (Please continue on an additional sheet if you wish)

References
Any offers of employment with a Motherwell & Wishaw CAB are conditional upon receipt of satisfactory references. 

Please provide below details of where we can obtain at least two references covering your last 5 years of employment (include additional boxes if necessary).  

If you have been in full-time education during the last 5 years, please provide details of where an academic reference can be obtained. 

For each reference, please detail the following information:

Referee 1 

	Name of referee
	

	Job title of referee
	

	Organisation 
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed
	


Referee 2

	Name of referee
	

	Job title of referee
	

	Organisation 
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed
	


Please note that we will not contact any referees until an offer of employment has been made and your authorisation has been obtained.
Right to Work in the United Kingdom
All employees must be able to demonstrate that they are legally entitled to work in the United Kingdom. 

In order to apply for employment with Citizens Advice Bureau, you must declare that you have the right to work in the United Kingdom and that, if successful, you will be able to provide the necessary documentation (typically a passport or a birth certificate, together with your National Insurance Number).

By completing this application form, you are declaring that you are legally entitled to work in the United Kingdom.

Please state below, by selecting the statement that applies to you, if there are any restrictions or limitations on your legal right to work in the United Kingdom.

	☐ 
	I confirm that I have the right to work in the United Kingdom without restriction.



	☐ 
	I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I have no restrictions or limitations on my Visa.



	☐ 


	I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I am restricted to (please detail any restrictions or limitations on working in the UK):

______________________________________________________________________________________________________________________________________________________________________________________________________


I declare the information given on this form is correct to the best of my knowledge.

Signature …………………………………………………………….
Date ……………………………………

Closing Date for application:



9th July 2023
Please return this application form by email to Catherine.Marshall@Motherwellcab.casonline.org.uk
or by post marked “Confidential” to:-


Catherine Marshall

Motherwell & Wishaw Citizens Advice Bureau

90 Brandon Parade East

MOTHERWELL

ML1 1LY

Date of interviews for successful applicants:  week commencing  16th July 2023
YOU ARE REQUESTED TO BRING TO INTERVIEW ALL RELEVANT EDUCATION/VOCATIONAL CERTIFICATES YOU HAVE REFERRED TO IN THIS APPLICATION

Notes for applicants on completing the application form

· The form should be completed in black ink or black ballpoint pen or typed.  This will make it easier for photocopying purposes.

· One of your referees should be your present or most recent employer.  If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job.  This should not be a relative or purely personal friend.

· The enclosed person specification lists the minimum requirements for this post.  When shortlisting for interview the selection panel will only consider the information contained in your application form and will assess this against the person specification.

· The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles.  It is therefore important that you use the space provided to demonstrate how you meet the requirements.  Paid and voluntary work are not the only experiences worth quoting.  Other life experiences and skills may be just as valid.
· If you are shortlisted for interview, the selection panel will ask you questions based on the person specification, which will cover the areas in more detail.
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The Bureau is active in promoting Equal Opportunities – For disabled person’s access information please telephone 01698 265349

