
CARF Job Description : Financial Inclusion Caseworker
	Job Element
	Detail

	Job Title


	Financial Inclusion Caseworker  (Temporary until 30th September 2016) 

	Reporting To


	Financial Inclusion Co-ordinator

	Department/Location


	Money Advice Unit, Q8 Flemington Road, Glenrothes

	Main Purpose 


	· The main purpose of the post is to support early intervention and prevention at the earliest possible stage and to deliver an effective and person centred service that enables people to have skills and knowledge that allow them to cope better financially and where necessary provide clients with debt relief options. This will be achieved by providing financial awareness training and literacy and financial health checks to project participants.
· Deliver awareness raising, income maximisation and financial inclusion presentations to the wider Fife communities as part of various early intervention and prevention initiatives

	Duties & Responsibilities


	1 Ensure that research work, telephone calls and/or correspondence relating to money advice and financial inclusion is progressed, recorded and filed appropriately and timeously and to ensure accurate recording, progressing and monitoring of client cases using computer software packages in accordance with recognised good practice in the money advice field
2 Develop effective working relationships with ENABLE Scotland Project Staff and other statutory agencies and voluntary sector organisation staff
3 The post holder will work with clients to maximise their income; deal with any indebtedness issues and help with budgeting enquiries and will action any casework in respect of money advice and financial inclusion in relation to referrals made by partner Organisations and be responsible for the day-to-day management, maintenance and prioritising of own case load.
4 To actively promote the development of financially included individuals, households and communities through individual casework, printed and electronic leaflets and through involvement at community events.

5 To promote opportunities for financial inclusion including budgeting skills and other money management skills such as access to banking and credit union services, savings and borrowing. 
6 To undertake periodic short presentations and talks on money advice issues and financial inclusion issues to partner organisations and other audiences.
7 To provide financial health checks, awareness raising, income maximisation, presentations and also to attend and represent, on behalf of CARF, at various events, both locally and on occasion nationally.
8 To take responsibility for money advice referrals to/from project participants, statutory agencies and voluntary sector organisations.

9 To collect and collate monitoring and evaluation data and prepare a monthly report detailing comparative statistics and client financial gain for presentation to the Financial Inclusion Co-ordinator and/or Manager.
10 To identify and progress social policy issues relevant to the remit, and within current guidelines and processes.
11 Ensure systems are in place to collect feedback on what learners have learnt and be able to put this into practice.
12 Provide high level advice in a range of topics associated with Welfare Benefit Reform
13 There is an expectation that the post holder will possess and also maintain expertise in relevant legislation, case law and codes of practice etc related to this field of work.
14 To act as a duty adviser if required
15 To undertake other duties as defined by the Money Advice Manager or Debt Advice Co-ordinator as required by the exigencies of the service.

	Scope or Scale 
	Deliver to appropriate locations throughout Fife as may be required. The post holder will be expected to undertake evening and weekend work when required

	Salary & Benefits
	Fixed salary of £23,699 per annum, pro rata for the duration of the post.
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