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MONEY/DEBT ADVISER
Job Title:               Money Adviser

Responsible to:     Manager

Hours of Work:     14 hours per week - minimum 
Salary Scale:        FTE £22,883 per annum (£12.57 per hour)
Type of Contract:  Permanent 

Summary of main responsibilities:

The main purpose of the role is to provide high quality debt and money advice, including multiple debts, income maximisation through the benefit and other debt remedies, including statutory debt solutions (DAS and sequestration). Advice and support will be delivered via a combination of face to face and multichannel provision – telephone, e-mail and in due course web-chat.
General Responsibilities

· Maintaining expertise in relevant legislation e.g. welfare rights, debt and sequestration.
· Undertaking detailed casework on multiple debt problems

· Using Bureau IT system to maintain case records including detailed statistics of individual debt cases
· Supervising training and supporting Volunteer Advisers dealing with money advice enquiries

· Taking responsibility for day to day management of money advice work
· Identifying when a client needs more intensive support or can do more self-help
· Attending team/staff meetings as required
· Assist with project initiatives for the improvement of services
· Demonstrate commitment to the Aims and Principles of the CAB Service
· Establishing/improving liaison with other agencies, community groups

· Working co-operatively with Money Advisers in other CABx and other agencies within the local authority area, in the production of reports and strategies to improve the provision of money advice.
Developing public awareness of the service and undertake preventative work by;

· Giving talks to community groups, schools, etc.

· Developing training and information materials

· Preparing reports and press releases

· Carrying out other duties as specified by the Manager and required by the exigencies of the post

MONEY/DEBT ADVISER - PERSON SPECIFICATION 
	MONEY/DEBT ADVICE WORKER
	COMPETENCIES

	QUALIFICATIONS
	· Recent money/debt advice experience

· Current knowledge of the benefits system

· Completion of the Money Advice Service accredited money advice training to casework/specialist level would be desirable 

	EXPERIENCE 


	· Experience in casework/case management
· Experience of preparing reports, plans and proposals.

· Experience of working to Scottish National Standards

	SKILLS AND ATTRIBUTES
	· Ability to work without close supervision, prioritise own work and meet deadlines

· Ability to work as part of a  team 

· Ability to communicate effectively, both orally and in writing

· Understanding of the main principles and methods of statistical gathering and service evaluation

	KNOWLEDGE
	· A sound working knowledge of welfare benefits and of the legal rights of debtors and creditors to Scottish National Standards for Information and Advice Providers Type II
· A knowledge of money/debt advice strategies

· A working knowledge of Microsoft software and related packages

· 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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