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LOTTERY FUNDED




Stirling District Citizens Advice Bureau Ltd

Financial Capacity Advice Project 

JOB DESCRIPTION

Job Title:

Financial Literacies / Consumer Advice / Money adviser
Responsible to:
Chief Executive Officer




Salary:

AP4 pt 30 £25,807 + 6% Contributory pension
Term : 

Fixed term contract to 31/3/2017

Hours:


35 per week

Area:


The project is based in Stirling District Citizens Advice Bureau.  Sessions and client interviews will be delivered in various outreach locations and clients’ homes throughout the Stirling District.
PURPOSE OF POST:


To deliver Financial Literacies / Education / Capacity building advice to those engaged in th Financial Recovery program the wider community in Stirling District working within the Aims, Principles and Policies of the Citizens Advice Service; to assist those engaged in the programme to access key financial products ( bank account, savings and loans )  and cheaper services ( utilities, house insurance, insurance etc )  and to assist in the delivery of an income maximisation service / debt resolution service to those engaged in the Financial Recovery program.

PROJECT AIM:

The Project aims to raise awareness of the need for financial literacy in an increasingly complex society, targeting disadvantaged communities and raising awareness of benefit entitlements ensuring that those engaging with the project have their income maximised and their understanding of credit and money management issues increased. In addition to offer basic debt advice and a signposting service to debt resolution providers.

Service users will achieve increased financial skills and competence in financial matters through gaining knowledge and understanding of: 

· Budgeting

· Different types of bank accounts and savings

· Types of borrowing and contracts for credit

· Different types of mortgages and insurances

· Implications of debt

· How to plan for independent living

· How to access and manage more economically viable key financial products

· Maximisation of income through benefits

· Where to access support on debt resolution strategies

· Confident and responsible financial management

Service users will have their benefit entitlement maximised via claims to benefit, information on entitlements and specific awareness campaigns; and will also receive basic debt advice and signposting and referral to debt resolution organisations.  

MAIN DUTIES AND RESPONSIBILITIES:

· To identify, prepare and adapt financial skills training materials appropriate for use with the target groups and deliver the pre existing Stirling CABx “Cash Course” to service users and stakeholders 
· In conjunction with the Project Leader, develop the projects referral systems and joint working arrangements with partner organisations and develop relationships with the relevant individuals in the relevant community groups and schools in the target communities
· To develop promotional material/ benefit uptake material and in conjunction with the Project Leader instigate and coordinate awareness campaigns. 

· To devise and deliver project awareness training to partner agencies and to other Bureaux staff

· To deliver and support appropriate financial skills training to group and class sessions of young / vulnerable people and other stakeholder groups as required

· To organise, support and participate in one to one financial skills capacity building work and benefit checking to all those relevant clients who engage with the project to ensure their income is maximised, their debt is resolved and they access economically viable key financial products, delivering the relevant Money Advice Service interview ( budgeting, banking etc)  as part of the clients financial recovery 
· To recruit, train and support volunteers to work as financial literacy mentors with individual participants and assist in delivery of their financial skills training in group and class settings

· To work with the Project Leader to devise mechanisms for monitoring and evaluating project outputs and outcomes and to provide regular reports to the Board of Governance to ensure that the planned BIG outcomes and outputs are achieved.
· To work with the Project Leader to develop systems and tools to assess the impact of the Project.

· To assist in the preparation of reports for the Project Leader ensuring that Project objectives and milestones are met.

· To undertake supervision and planning sessions on a regular basis, attending training to develop both personally and professionally. 

· To attend other relevant internal and external meetings as agreed with the Project Leader.
· Maintain close links with the Bureaux specialist Money Advisers to ensure cohesive working

· Uphold the Aims and Principles of the CAB Service and its Equal Opportunities Policies

· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues and participants

· To undertake such duties from time to time that may fall outside of the above.  Examples include out of hours engagements such as delivering a talk to local groups and weekend displays/exhibitions at local Festivals of Learning.

· As with all Stirling CAB appointments support the volunteer’s provision of advice if and when necessary within capacity.

· The appointment will be conditional on a satisfactory criminal record check through the Criminal Records Bureau Scotland disclosure service at the Enhanced Disclosure level.


[image: image3.wmf]

