
Clackmannanshire Citizens Advice Bureau

Job Description

Post of: 

Housing Debt Advisor 
Salary Grade:
£21000 (pro rata)


Hours:

17.5 hours per week (may be suitable for job share)
Term :    

Permanent subject to funding 
Responsible to: 
Deputy Manager 
JOB PURPOSE 

The post of housing debt advisor is to assist clients who are council tenants with a comprehensive debt advice service including assisting with arranging repayments, renegotiation of debts, maximisation of income and prevention of evictions including representation at court if required. The remit of the post is to prevent homelessness and rent arrears for council tenants by taking a fully holistic and sustainable view to financial management. You must have excellent communication skills and the ability to work closely with local authority housing staff. 
MAJOR TASKS/ACTIVITIES
Casework

1. Provision of Debt advice Casework to tenants of council properties in the area of Clackmannanshire, including if required assistance with representation in court, preparation of bankruptcy applications, informal and formal payment arrangements such as debt arrangement scheme and trust deeds.
2. Assist clients with other related problems where they are an integral part of their case and refer to other advisers or specialist agencies as appropriate.

3. Provide advice and assistance to other staff across the whole range of debt issues.

4. Ensure that all work conforms to the bureau's systems and procedures and the Citizens Advice Quality standard.

5. Maintain case records for the purpose of continuity of casework, information retrieval, statistical monitoring and report preparation.
6. Effectively manage your own workload in an organised and professional manner. 
Social policy

7. Assist with social policy work by providing information about clients' circumstances.

8. Alert other staff to local and national issues.

Professional development 
9. To undertake training and personal development in order to ensure that you are fully skilled and updated to perform the role 

10. Be involved in the training and upskilling of volunteer advisers and paid staff in relation to debt advice.
11. Keep up to date with legislation, case law, policies and procedures relating to debt advice and undertake appropriate training.
12. Work towards becoming an approved Debt Arrangement Scheme Advisor and record these through the correct Information Technology channels. 
13. Prepare for and attend supervision sessions/team meetings/management team meetings as appropriate.

Administration 
14. Provide statistical information on the number of clients and nature of cases and provide regular reports to bureau management.

15. Perform supervision and appraisals in line with Clackmannanshire CAB procedures  

16. To form a close working relationship with Clackmannanshire council to assist tenants and build on existing relationships with external agencies. 

17. Use IT for statistical recording, record keeping and document production.
18. Keep up to date with policies and procedures relevant to bureau work and undertake appropriate training.
19. Maintain a library of reference material and case law.

Other duties and responsibilities
20. Attend Annual General Meeting

