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Role Description 

As an Outreach Worker, your main task is to provide helpful and supportive advice services across different locations in Renfrewshire, guided by our Advice Services Manager. 

Your will interview clients, listening attentively and asking questions to understand their problems. Using the Citizens Advice information system, you will find relevant advice and options available to the client. If needed, you will act for the client negotiating by telephone or writing letters on their behalf. 

You will ensure that you maintain high-quality work standards. You will keep detailed case records to ensure continuity of casework, information retrieval, statistical monitoring and report preparation. 


Person specification 

Essential for appointment and holding of the post

· Be friendly and approachable, showing respect and support to all clients, no matter their circumstances. 
· Maintain strict confidentiality regarding clients matters. 
· Manage your workload efficiently, adapting to changes in demand and available resources. 
· Have a valid drivers license and access to a transport (own or public) to reach different outreach locations. 
· Stay updated on relevant legislation (welfare rights & debt) 
· Complete research, phone calls, and correspondence related to casework promptly. 
· Possess excellent administrative and organisational skills, following Bureau procedures and systems. 
· Communicate effectively in conversations, phone calls and written communications with clients and on their behalf. 
· Work collaboratively with advisers, specialists, and colleagues to deliver an efficient and effective service. 
· Embrace teamwork, contribute to a positive atmosphere, and foster good working relationships. 
· Commit to personal growth by participating in training opportunities. 
· Be comfortable using computers and information systems to support your work. 
· Develop skills and knowledge, both personally and within the team, to improve the project’s outcomes. 
· Attend team/staff meetings as required. 
· Build connections with other agencies and community groups
· Be willing to take on additional tasks as needed. 
· Have good written and verbal communication skills. 

Highly Desired

· An understanding of and commitment to the aim and principles of the CAB service and its equal opportunity policies. 
· Experience of giving advice on Welfare Rights, Housing, Employment and Money Advice Issues. 
· Skilled in word processing and in the use of databases and computer-based information systems.
· Experience of working with volunteers.
· Experience of providing a service to clients.
· Ability to monitor and maintain own standards. 
· Ability to use IT in the provision of advice. 
· Willingness to learn and develop skills in advice topics. 
· Ability to research, analyse and interpret complex information. 
· Numeracy skills required to understand statistics and check calculations. 


Social Policy 

· Assist our social policy work by providing anonymised information about clients’ circumstances through the appropriate channel. 
· Understanding of the issues affecting society and their implications for client and service provisions. 
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