CLACKMANNANSHIRE CITIZENS ADVICE BUREAU

Session Supervisor/General Services Coordinator
Employer:
Board of Directors, Clackmannanshire Citizens Advice Bureau

Location:

Alloa 
Job Title:
          Session Supervisor/General Services Coordinator 
Responsible To:
 Managing Director 
Summary of main responsibilities:

· The Session Supervisor will ensure the provision of a quality advice and information service to the public by supporting and assisting volunteer advice workers on a day to day basis. If appointed to the position of general services coordinator then you will be expected to act as part of the bureau senior management team with additional management responsibilities.  
General Responsibilities

· Provide holistic support for volunteer workers, particularly in relation to complex and/or unusual client enquiries, by being available for consultation during advice sessions. 
· Ensure quality of advice and integrity of the system by monitoring client records and identifying volunteer worker training and/or support needs.
· Ensure that volunteer workers produce accurate, legible and complete client records
· Ensure that research work, telephone calls and/or correspondence relating to casework is undertaken timeously
· To work alongside specialist advisers & projects to identify case work at the Scottish National Standards levels II & lll in Welfare Rights, Housing & Debt.

· To oversee the smooth running of reception ensuring sufficient cover at all times.
· To work in conjunction with the Volunteer Development Officer  in meeting the training needs of Volunteer Staff including giving input into the Advisor Training Program 
· Ensure that Social Policy Feedback sheets are provided to our social policy team and Citizens Advice Scotland.
· Ensure that data and statistics are available to management on numbers of clients, client profiles, type of enquiries and service availability to assist with provision of a service that is fit for purpose
· Assist with staff and volunteer recruitment if required  
· Undertake other tasks as may reasonably be requested.
· Ensure that all advice provided meets the requirements of both Scottish National Standards and Citizens Advice Scotland membership schemes. 
· Overall responsibility for ensuring that all advisors are suitably trained, working in conjunction with the Volunteer Development Officer to develop training needs requirements. 

· Ensure that good relationships are developed with outside agencies
· Ensure that all projects are fully integrated in to the general bureau services 

· Be active in reviewing processes and making any adjustments to ensure best practice

Accountability

Provide written report and attend supervision sessions

Provide written report and attend annual appraisal.
Salary

£23,800 - £27,000 (dependant on skills and experience) 
Closing Date:  7th July 2017
Interview Date:  To be confirmed
Contact Details:

eleanor.penman@clackscab.casonline.org.uk
