COATBRIDGE CITIZENS ADVICE BUREAU

DEBT ADVICE WORKER
Employer:

Coatbridge Citizens Advice Bureau
Job Title:

Part Time Debt Advice Worker 
Responsible to:    
Bureau Manager
Main Purpose:
To provide specialist Debt Advice, assistance and negotiation to clients including Debt Arrangement Scheme
Salary:

              £20,931 per annum pro rata. 
Hours:


17.5 per week Monday to Friday – by agreement
Casework

· Provide face to face advice and casework covering the full range of debt issues to Scottish National Standard requirements.

· Act for the client, by calculating, negotiating with third parties, drafting/writing letters on behalf of the client. 
· Carry out benefit checks and income maximisation work with clients.

· Assist clients to enter into debt payment programmes where appropriate.

· Assist clients presenting with other issues referring to specialist staff/advisors, other specialist agencies as appropriate.
· Build on existing relationships with external agencies/ other bureaux and form new working relationships. 
· Provide advice, assistance and training to other staff across the whole range of debt issues.

· Ensure that all work conforms to the bureau's systems and procedures 
· Maintain case records for the purpose of continuity of casework, statistical monitoring and report preparation.

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

· Assist in providing statistical information on the number of clients and nature of cases and provide regular reports to bureau management as requested
Development

· Keep up to date with legislation, case law, policies and procedures relating to debt advice and undertake appropriate training.

· If not already an approved Money Adviser “DAS”, Work towards approval.
· Attend staff meetings as appropriate.
· Attend Money Advice Practitioner Group meetings.

· Willingness to obtain certification as approved Money Adviser.
Other duties and responsibilities

· Use of MACS and CASTLE for statistical recording, record keeping and document production.

· Maintain Debt client appointment system as per Money Advice Service Quality Framework requirements and Bureau Procedures.
· Maintain close liaison with relevant external agencies.

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

· Demonstrate commitment to the aims and principles of the CAB.
   In addition 
· Excellent communication skills , both written and oral 

· Excellent team working skills

· Flexibility

Person Specification –Part Time Debt Advice Worker

	MONEY ADVICE WORKER
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	At least 1 years recent money advice or debt/counselling experience
	Evidence of vocational training/qualification

DAS Accreditation

Approved Money Advisor

	EXPERIENCE 


	Experience in casework
Experience in the preparation and presentation of training courses

Experience of preparing reports, plans and proposals


	An understanding of and commitment to aims, principles and policies of the service

Experience of working in the Advice Sector

Experience of CASTLE and MACS case recording systems.



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

Ordered approach to casework
Ability to work as part of a  team 

Ability to communicate effectively, both orally and in writing with particular emphasis on negotiating and representing.
Understanding of the issues involved interviewing clients.

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


	Ability to work hours flexibly as required by the needs of the service

Awareness of the social needs of local communities and services provided by the voluntary sector

Committment to quality customer care.

	KNOWLEDGE
	Sound knowledge and experience of debt advice and solutions

A sound working knowledge of welfare benefits and income maximisation
A knowledge of money advice strategies

A working knowledge of Microsoft software and related packages


	

	OTHER
	A willingness to undertake training identified in collaboration with the Bureau Manager
	


