DALKEITH & DISTRICT CITIZENS ADVICE BUREAU

 OUTREACH WORKER: JOB DESCRIPTION
Name of Employer:
Dalkeith & District Citizens Advice Bureau.
Job Title:

Outreach Worker.
Responsible to:
Bureau Manager.
Summary of main responsibilities:

· To work with the Bureau Manager(s) and other staff (and where appropriate other agencies) to identify the need for and provide advice on an outreach basis.

General responsibilities:
· To run regular confidential advice sessions - locations, number, duration and venue to be determined in consultation with the Bureau Manager and other staff and through liaison with local agencies and groups.
· To support any voluntary advisers in attendance at Outreach sessions. 
· To deal with all enquiries appropriately and timeously, arranging appointments and referring to specialists in-house and/ or external organisations, where appropriate.
· To ensure that all details of enquiries and advice given and related statistical information and social policy feedback is recorded accurately and timeously on CASTLE case management system.
· To arrange for home visits for people requiring advice who would otherwise have difficulty accessing the service.
· To participate in multi-agency forums and liaise with community groups, as appropriate.
· To carry out other duties and responsibilities which may be reasonably determined by the Bureau Manager and Management Board.
PERSON SPECIFICATION:

	OUTREACH WORKER:
	COMPETENCIES



	EXPERIENCE
	· Work experience in the advice sector

· Experience of supporting volunteer staff

· Experience of keeping accurate and confidential records



	KNOWLEDGE


	· Sound knowledge and understanding of the benefits system

· Good knowledge and understanding of other issues such as debt, housing, employment

	SKILLS AND ATTRIBUTES


	· Good written and oral communication skills

· Good IT skills

· Ability to work on own initiative

· Ability to understand the needs of vulnerable groups and provide advice in an appropriate manner



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

· Commitment to team working

· Commitment to on-going training and development




Dalkeith & District CAB is a Registered Charity, Charity no.: SCO 00593 and a company Limited by Guarantee, 

Company no.:332676.


