CITIZENS ADVICE BUREAU

EAST AYRSHIRE CAB : MANAGER
Name of Employer: 

East Ayrshire Citizens Advice Bureau
Job Title:


Bureau Manager

Responsible to:

Board of Directors
Responsible for:

All paid and unpaid staff

Summary of main responsibilities:
· Overall operational control and management of the Bureau 
· Design and develop the Bureau’s long term strategic aims

· Overall management of all paid and unpaid staff
· Ensure all aspects of client enquiries are handled efficiently & effectively
· Represent the Bureau to other agencies
General Management Responsibilities
· Develop and strengthen the role of the Bureau in the community
· Plan, co-ordinate & manage all Bureau activity in conjunction with the Board
· Ensure that the Bureau adheres to the Aims, Principles and Policies of the Citizens Advice Service in Scotland
Management of staff

· Ensure the Bureau is adequately staffed during opening hours

· Recruit & select volunteers & ensure training to achieve competence standard
· Provide staff support, supervision, appraisal and development
· Hold regular staff meetings & ensure discussion on all relevant Bureau matters
· Determine staff personal training requirements and develop and implement training plans to meet these needs
· Maintain legally compliant staff information records
· Ensure staff participation in ongoing training and teamwork
Advice Services

· Ensure that accurate and up to date information and advice is given to all clients
· Facilitate the compilation and updating of a local information system
· Maintain a system for efficient handling of all client information & Bureau correspondence
· Ensure that accurate, legible and comprehensive case records are kept
· Ensure quality of advice by monitoring client case records, identifying areas for improvement & supporting training and development needs of all staff and volunteers

· Ensure that service to clients is within the principles of the Citizens Advice Service in Scotland
Finance and Budgeting

· Control Bureau spending within the limits set by the Board
· Ensure an accurate record of all income and expenditure is maintained
· Advise the Board on matters of operational expenditure
· Ensure the Board is provided with accurate costings for all planned activity
· Assist the Finance Director or any other appropriate Board member in the preparation of annual projected budgets and make representations to funders, as required, by the Board
Representing of the Bureau  

· Liaise with members & officers of the Local Authority & participate in appropriate Council groups
· Represent the Bureau in local networks as and when required
· Maintain and develop existing contacts with funders and other agencies
· Contribute to and participate in the activities of the Scottish Association Citizens Advice Bureaux & represent the Bureau as required by the Board
· Liaise & maintain links with appropriate statutory, voluntary & professional bodies locally and nationally
· Maintain and develop the Bureau’s role and relationship with the Scottish Association of Citizens Advice Bureaux

Audit and Quality Assurance 
· Establish and maintain a quality management system to monitor the service provided to clients
· Prepare full, accurate & regular reports on all Bureau activity as required by the Board
· Maintain accurate statistical information of client enquiries and ensure their timely reporting in line with funding and membership requirements

· Assist in the auditing process of the Bureau by the Scottish Association of Citizens Advice Bureaux by compiling information, undertaking research & preparing reports
Administration

· Design and maintain effective administrative systems and procedures to ensure the smooth operation of the work of the Bureau
· Ensure that the Bureau premises and equipment are maintained to as high a level as possible and that the requirements of Health and Safety legislation are met
· Seek opportunities for press and media coverage of the work of the Bureau
· Provide committee services as required to the Board
· Provide the Board with reports and policy guidance on relevant matters

· To ensure that the bureau carries out local social policy work when relevant
Management of bureau IT facilities

· To assume overall responsibility for, and ensure the effectiveness and secure use of, all IT and communication systems and procedures to ensure the smooth operation of the bureau objectives

· To ensure that all staff have access to, and are adequately trained in, the bureau IT systems and software applications to perform effectively

· To advise the Board on matters of IT planning, security, maintenance and budgeting

· Ensure the adherence to, and compliance with, the bureau legal obligations under such as the Data Protection Act.

Other
· To keep abreast of the latest developments in the information and advice field and advise the Board on the need for change and development
· To carry out any other reasonable task as requested by the Board.
