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DENNY & DUNIPACE CITIZENS ADVICE BUREAU              
Project Worker – Job Description
Name of Employer:  
Denny & Dunipace Citizens Advice Bureau Ltd
Job Title:


Project Worker
Responsible to:

Bureau Manager
Hours of Work:

16 hours per week

Salary:


£23,208.00 per annum (pro-rata)

Summary of main responsibilities:

· In co-operation with other agencies/organisations to identify the need for and provide advice services.
General responsibilities:
· To deliver open door, confidential advice sessions.  Locations, number, duration and venue to be determined in consultation with the Bureau Manager and through liaison with local agencies and groups.
· In co-operation with other Bureau staff, to offer home visits to people who would otherwise have difficulty accessing the service.
· To assist the Bureau Manager to promote the service.
· To participate in multi-agency forums and liaise with community groups, as appropriate.
· To maintain accurate records of all advice and casework, and where appropriate ensure the same for all outreach advisers through adequate case record monitoring.
· To keep records of benefit income raised,  levels of indebtedness and other statistics for both the CAB service and project reporting.
· To contribute to the bureau’s social policy work ensuring that issues affecting outreach areas 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.
Project Worker – Person Specification
	
	COMPETENCIES

	EXPERIENCE
	· Work experience in the advice sector

· Experience in use of computers

· Experience of preparing reports 

	KNOWLEDGE


	· Sound knowledge of Social Security Benefits  System

· Good knowledge of debt-related issues

	SKILLS AND ATTRIBUTES


	· Good written and oral communication skills

· Ability to work on own initiative

· Understanding of the needs of vulnerable groups

· Ability to travel within the local CAB area and elsewhere, as required

· Computer proficiency



	VALUES AND ATTITUDES
	· An understanding and commitment to the aims, principles and policies of the CAB service

· Commitment to equal opportunities

· Commitment to team working
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