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This document provides applicants with a profile of the person who we anticipate will fill the vacant post.  This information is designed to serve two purposes.  First, it should enable you to decide whether this is the type of job for which you would like to apply.  Second, if you choose to apply, this information will help you to complete the application form.

The questions on the application form enable you to describe your experience and other qualities in a way that demonstrates your ability to meet the requirements in the person specification.  Selection for interview will depend on your ability to provide evidence for each of the attributes listed below.  Information on desirable attributes will be used to distinguish between candidates who have most, or all, of the essential attributes.  If you have any questions on how to use the information we have provided, please contact CARF.

	
	Essential Attributes
	Desirable Attributes
	Method of Assessment

	Training/Qualifications
	Good standard of education – minimum Higher grades. 

Evidence of continuous professional development


	Evidence of Certificated training/ qualification in money advice or

demonstration of ability and willingness to undergo accredited training.
Working experience of the Debt Arrangement Scheme.


	Application form/Interview

	Personal Qualities
	Ability to communicate effectively with people – both in writing and verbally.
Good inter-personal skills

Commitment to team working approach
Ability to work on own initiative, prioritise work and handle pressure .
Promotional and presentation skills.

Demonstrate an ability to identify and resolve problems quickly and efficiently.
Good Time Management and Organisational Skills.
Dependable, reliable, trustworthy and approachable

	A need for self-motivation and flexible approach to work.
Keen analytical skills

Effective interpersonal skills, including ability to relate and work with a variety of people from different backgrounds and skills set.


	Application form/interview/reference



	Motivation and Outlook
	Have an understanding of and commitment to equal opportunities and diversity.

A flexible approach to tasks and a positive attitude.
Support the principle volunteerism

	A clear understanding of the importance of excellence of service delivery.
Willingness to learn and develop new skills


	Application form/interview/reference

	Experience and Knowledge
	A minimum of two years recent  experience of working within a money advice/benefit related environment.
Awareness of current policy issues relating to debt advice and financial inclusion in Scotland
Understanding of the issues of over-indebtedness and how it affects individuals and their families
High levels of numeracy and literacy.

Demonstrate a working knowledge of existing debt/credit legislation and welfare benefits. 
Experience of working to agreed quality standards.
Experience of developing and  delivering financial capability learning activities (e.g. small group raining, one to one mentoring)
Experience of strong partnership working skills
Demonstrate a competent knowledge of Microsoft Office Applications and a willingness to use a range of software applications on a daily basis.
Experience of providing written and oral reports

Good interview and diagnostic skills.

	Demonstrate an understanding of social policy related work and how to apply this in a work environment.

Knowledge of Health and Safety legislation.

Awareness of the advice needs of local communities.

Experience of working with volunteers

Understanding of how IT could enhance the effectiveness of the project

Experience of working with financially excluded people from disadvantaged backgrounds
	Application form/interview

	Other
	Ability to work hours flexibly as required by the needs of the service including evenings and weekend working
Ability to travel to work across multiple sites throughout Fife.


	
	Application form/interview/reference
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