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OUTREACH ADVISER

Responsible to:  	Bureau Manager
Hours of work:	34
Salary:		£24,000 (plus 3% pension costs)
Type of contract:	Funded until March 2025 ( with the possibility of future funding)
Location:	Hybrid with travel throughout the Clydesdale area.
Closing date: 	Closing date 30th September 2024 at noon
Interviews: 		Week commencing 7th October 2024



Background


Our Bureau provides confidential, free, independent and impartial advice to those who live and work in the Clydesdale area. We offer generalist advice on issues in areas such as Benefits, Consumer Matters, Council Tax, Employment, Utilities, Family and Personal Matters, Housing and Debt. Our specialist services offer counselling and representation with regard to debt, benefits, pensions, issues with the NHS and services for members (and ex-members) of the Armed Services and their families.  

Advisers not only offer advice but also negotiate and act on behalf of clients. All advisers are trained to Citizens Advice Scotland standards.

The Bureau provides a service to the people of Clydesdale through its office in Lanark and through outreach provision in a number of outlying areas.

Advice is based on an electronic information system provided by Citizens Advice Scotland of which the Bureau is a member. 

The Bureau has a Manager, seven paid posts and a team of volunteers. All staff of the Bureau and its Board of Directors place great value on the teamwork, which is a noteworthy characteristic of it. Core funding is provided by South Lanarkshire Council. 





About the role


Summary of main responsibilities:

· To provide generalist advice and support at our established outreach services across the Clydesdale area. 
· [bookmark: _Toc520296373]The Outreach worker will play a key role in the delivery of the advice service, principally covering benefits, debt, housing and employment issues, which aims to improve access to advice services for local people, particularly vulnerable families and older people.


General responsibilities:

· To staff regular outreach advice sessions as agreed with Manager. 
· To carry out and follow up client case work on complex cases covering welfare rights, debt, employment, housing and other issues
· To maintain accurate records of all advice and casework
· To participate in multi-agency forums and liaise with community groups, as appropriate to promote the Bureau services 
· To promote the Bureau’s Social Policy work ensuring that issues are taken up locally, regionally and nationally
· To carry out other duties and responsibilities which may be reasonably
determined by the Bureau Manager and Board of Directors.


Data handling and Confidentiality

Adhere to data protection regulations and ensure that special category data is handled in accordance with relevant legislation and organisational procedures.
Abide by Clydesdale Citizens Advice Bureau confidentiality policy.

The above job description is not exhaustive and is clarified to include broad duties inherent in the post as reasonable requested by the Bureau Manager.
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Person specification


[bookmark: _Toc520296378]Knowledge, skills and experience

Essential
Education qualifications and training
· Good literacy and numeracy skills

Experience
· Evidence of an ordered approach to work 
· Experience of working with people.
· Experience of and commitment to partnership working. 
· Experience of representing and speaking on behalf of an organisation.

Skills and attributes
· Ability to work with clients in a sensitive and professional manner.
· Ability and willingness to follow and develop agreed procedures, including statistical recording of cases and outcomes.
· Effective oral communication skills, including ability to negotiate and represent clients, and provide subject-based briefings to colleagues. 
· Effective written and numeracy skills. 
· Ability to prioritise own work, meet deadlines and manage workload. 
· Ability to use IT in the provision of advice, recording of data, and the preparation of reports and submissions. 
· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively. 
· Ability and willingness to work as part of a team.

Knowledge
· Knowledge of UK and devolved social security structures 
· Awareness of the wider advice issues that a client may present with. 

Values and attitudes
· Understanding of and commitment to the aims and principles of Clydesdale Citizens Advice Bureau and its equality and diversity policies.
· Ability to monitor and maintain own standards, including willingness to attend relevant training.



Desirable
· Completion of accredited training to advice level.
· Data Input to electronic case management and recording systems.
· At least one year’s recent advice experience of social welfare advice (including telephone advice) in a range of settings.
· To be self-servicing in IT skills, e.g., Word, Excel, PowerPoint, along with Microsoft functionality
· Be prepared to learn how to use bespoke CAB software
· Able to demonstrate understanding of social trends and their implications for clients and service provision
· Able to demonstrate understanding of third sector and volunteering

Additional requirements
· Current full driving license and use of own car is essential
· Willingness to travel
· Experience of working in community settings

CV’s will not be accepted. 
Clydesdale Citizens Advice Bureau is committed to equal opportunities both in service provision and employment.
Charity number: SC017611
Charity name: Clydesdale Citizens Advice Bureau
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