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WESTERN ISLES CITIZENS ADVICE SERVICE

PROJECT OFFICER:

JOB DESCRIPTION

Name of Employer: Western Isles Citizens Advice Service
Job Title: Project Officer

Responsible to:  Strategic Manager


Hours of Work: 21
Salary: £12,733 per annum plus Islands Allowance (pro – rata)
Summary of main responsibilities:

· The Project Officer will participate in the delivery of a comprehensive fuel poverty and guidance service under the Gluasad Comhla project.

· The postholder will provide accurate and impartial front line advice on Social Security benefits by providing a “whole household “ approach to supporting those most in need, in severe fuel poverty to those residing on the Isle of Lewis. This will be provided using a range of communication methods including home visits.

· To ensure the provision of quality advice and information on statutory benefits, and other social welfare matters as appropriate by way of casework.
· The Gluasad Comhla project is funded by the Scottish Government/European Social Fund and the postholder must comply with all the funder’s terms and conditions.
MAIN TASKS:

1. Casework – at claim level 

2. Provide onward referrals to other bureaux specialisms as appropriate
3. Assist in developing and maintaining a specialist information bank for the project.

4. Monitor and report back on specific issues arising through addressing the requirements of “persons in need”

5. Keep such records as required to enable monitoring and evaluation of the project.
6. Improve sharing of best practice in advice work through networking between WICAS and partner agencies of the project

7. Undertake any other work, consistent with the purpose of the post, as directed by the Manager.

It is unlikely but not impossible that this post will involve unsocial working hours.  In the event of this time off in lieu will be given.

PROJECT OFFICER
PERSON SPECIFICATION
We are looking for someone who can demonstrate the following:
· Considerable experience (paid or unpaid) in advice work or a related field
· Excellent organisational, communication and report writing skills
· Experience of carrying and managing a complex caseload
· Ability to work under pressure, on your own initiative, but also to be part of a team
· Ability to work in a systematic manner
· Good IT skills – especially word-processing
· An ability to deal with clients and other professionals in a sensitive manner 
· Commitment to the principle of a client driven, volunteer led service
· Commitment to the aims of Western Isles Citizens Advice Service
· Commitment to CAB Equal Opportunities Policy
· Current knowledge of the social security system.

· Good working knowledge of the statutory and voluntary agencies in the area
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