
WEST DUNBARTONSHIRE CITIZENS ADVICE BUREAU

PERSON SPECIFICATION – RSL OUTREACH WORKER
	
	Essential 
	Desirable

	QUALIFICATIONS
	· Evidence of relevant vocational training and/or qualification.

· Willing to undertake appropriate further education and training
	· Completion of CAB adviser training

	EXPERIENCE


	· Previous paid or unpaid work in an advice-giving field

· Experience of working with people with multiple and complex needs

· Experience of managing a complex caseload

· Communicating and liaising with other organisations

· Recent experience in debt and welfare advice provision
	· Experience of working with volunteers as either a volunteer or paid member 

· Experience of CASTLE and electronic case management systems

	SKILLS AND

ATTRIBUTES


	· Able to communicate effectively with people in writing and verbally including by telephone 

· Ability to work under pressure and using own initiative 

· Good planning and organisational skills

· Positive interaction with staff and volunteers

· Ability to maintain and monitor client records

· Good interview and diagnostic skills

· Demonstrate a competent knowledge of Microsoft applications and an ability to learn and use a range of other software on a daily basis
	· Ability to identify potential safeguarding issues

	VALUES AND 

ATTITUDES
	· Commitment to team working approach

· Able to empathise with clients while ensuring required action is advised, including directing clients to other sources of advice or support

· Good interpersonal skills in a customer facing role

· An understanding and commitment to the aims and principles of the CAB service and to the policies and procedures of Bureau.

· Willingness to learn and develop new skills
	· Support the principal of volunteerism

· Commitment to excellence in service delivery

	KNOWLEDGE
	· Key principles of CABx
· Understanding of the issues that affect clients and how it affects individuals and their families
	· Knowledge of fuel poverty issues

	Other 
	· Dependable, reliable, trustworthy and approachable

· Able to work flexible hours as required by the service and the needs of the clients and the bureau 

· Flexible approach to tasks and a positive attitude

· Able to work within required statutory standards

· Ability to travel around West Dunbartonshire
	· Understanding of the issues around income poverty



