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GREATER POLLOK CITIZENS ADVICE BUREAU

JOB DESCRIPTION

JOB TITLE:

Assistant Manager / Support Worker
RESPONSIBLE TO:

Bureau Manager
SALARY:
   £35,000 (35 hours per week – permanent)
JOB REMIT

The Assistant Manager / Support Worker will assist the Bureau Manager in the day-to-day operation of the Bureau. Specific requirements are to maintain good working procedures within the Bureau ensuring Bureau policies and practices are adhered too. Ensure the quality and effectiveness of the service, be responsible for the casework on a daily basis and deputise for the Bureau Manager when required.

You will also be expected to work within the principles of the Citizens Advice Service and the GDPR legislation.  

MAJOR TASKS

Management/Deputising Responsibilities

· To be responsible for the supervision of Bureau staff both paid and voluntary in the absence of the Bureau Manager.

· Be involved in the support and supervision of paid staff members as agreed with the Bureau Manager.

· Have day to day responsibility for the quality of the casework dealing with any issues that arise in the first instance.
· Ensure that all policies and procedures are followed by staff e.g. file tracking completed.
· Be responsible for the smooth running of the Support Shift Rota

· Be responsible for allocating support staff to undertake additional support shifts and client interviews when there are insufficient volunteer advisers

· With the assistance of the Training Worker ensure voluntary staffing levels are adequate.

· Assist the Bureau Manager in the completion of the Annual General Report
               Advice Work      
· Be available to support voluntary advice workers through

consultation on complex or unusual issues e.g. employment or housing.
· Ensure that there is sufficient voluntary staff to provide a service on a day to day basis. 
· Provide support and supervision for the paid staff. 
· Provide support and supervision for the voluntary staff and be available for advisers on advice sessions to assist with complex issues.

· Ensure accurate recording of client cases.

· Progress casework - undertake research of case issues when required.

· Undertake a proportion of the check week cases.
· Undertake a proportion of the incoming mail. 
· Ensure outgoing client mail is sent timeously as required.
· Identify social policy issues and ensure social policy feedback sheets are completed and returned to Citizens Advice Scotland.
· Maintain and develop the bank of standard letters to assist in the progress of client cases. 

Administration/Personal Development 

· Ensure the check week is divided in accordance with the CAB procedures.

· Assist in the production of briefing materials, social policy reports and information. 

· Attend paid staff meetings.
· You will be expected to keep your skills updated through continuous personal development.  This includes identifying your own training needs, making use of the monthly sector magazines and familiarising yourself with changes to relevant legislation on a regular basis

Liaison
· To assist the Bureau Manager to create an awareness within the community of the role of Citizens Advice Bureau and to liaise with relevant agencies.

· To contribute to and participate where appropriate in Citizens Advice Scotland activities

· To assist in the training of Bureau voluntary staff and where required paid staff.
Greater Pollok Citizens Advice Bureau

Assistant Manager / Support Worker
Person Specification

Essential
Experience

· Management experience including the management of staff
· Management of voluntary staff                   
· Sound knowledge of welfare rights, money advice and advocacy experience





Skills and Attributes

· Effective written and oral communication skills

.

· Skilled in report writing




 

· Ability to work under pressure and prioritise work  
· Ability to monitor and prioritise staff workloads         

· Analytical skills

· Computer proficient

· Ability to motivate others

Values & Attitudes

· Commitment to team working

· Commitment to equal opportunities

· Support the principle of voluntarism

Please contact Alison Rowntree – Bureau Manager for an application pack:

alison.rowntree@gpollokcab.org.uk

Closing date for applications – Friday 27th October 2023 at 12.00 noon

Updated August 2023
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