
HAMILTON CITIZENS ADVICE BUREAU

South Lanarkshire CAB Debt Helpline Project

MONEY ADVICE CO-ORDINATOR
Name of Employer: Hamilton CAB
Job Title: 

 Money Advice Co-ordinator 
Responsible to: 
 Team Leader – Business Operations 
Hours: 

 17.5 hours per week (to meet the needs of the service)
Salary:                      Annual £18,200 (pro rate £9,100)
Summary of Role
The Money Advice Coordinator will provide debt advice, practical support and representation for people with multiple debt issues. The post holder supports clients and money advice caseworkers to help ensure the efficiency and effectiveness of the service. 
Main responsibilities

1. To provide detailed administrative and casework support to:

·  South Lanarkshire CAB Debt Helpline Team
General Responsibilities

· Maintaining money advice case progression system from waiting list to closure of case
· Maintaining appointment system for money advice 

· Ensuring clients are reminded of appointments to reduce ‘no shows’

· Supporting clients to complete any paperwork in advance of appointments as instructed by the money advice caseworker
· Providing support to the money advice caseworkers with incoming / outgoing mail, receiving and returning calls from casework clients, file management, case recording, statistics and reporting
· Producing standard letters and other paperwork as requested by the money advice caseworkers.

· Support client referrals as requested
· Providing support to money advice caseworkers with creditor liaison

· Follow-up with clients to record outcomes of advice and their level of satisfaction with the service
· Support client referrals as requested
· Attend team and staff meetings as required
· Participate in training and take up personal development opportunities 

· Maintain your training record
· Carrying out other duties as specified by the manager and required by the needs of the post
MONEY ADVICE CO-ORDINATOR  PERSON SPECIFICATION 
	MONEY ADVICE ADMINISTRATOR
	COMPETENCIES

	QUALIFICATIONS
	· General administrative qualifications or equivalent educational attainment

	EXPERIENCE 


	· Wide range of administrative duties, preferably in a busy advice environment


	SKILLS AND ATTRIBUTES
	· Excellent interpersonal and customer liaison skills 

· Ability to communicate effectively, both orally and in writing

· Understanding of different needs of clients
· Attention to detail

· Reliability and flexibility



	KNOWLEDGE
	· Good working knowledge of Microsoft Office, data entry and general IT literacy
· Knowledge of the money advice process
· An understanding of and commitment to aims, principles and policies of the service.



	OTHER
	· A willingness to undertake training identified in collaboration with the Bureau Manager
· Ability to work hours flexibly as required by the needs of the service.
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