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Name of Employer: Maryhill & Possilpark CAB
Job Title: Advice Service Coordinator
Responsible to: Chief Officer
Salary:  £27,000 (1 FTE) 

    37.5 hours per week


    25 days holidays / 8 days public holidays

Summary 
The new Advice Service Coordinator post will support the Chief Officer to oversee the day-to-day operations of the Bureau, ensuring the provision of a high quality, effective advice service to Bureau clients in line with Citizens Advice Scotland (CAS) and the Scottish Government’s National Standards for Advice. With the Management Team, you will deputise for the Chief Officer in periods of absence by attending key strategic meetings and managing the day-to-day running of the Bureau. The post-holder will also work closely with the Chief Officer and the Management Team to develop and nurture our dedicated community of volunteers, and assist in developing current and new advice-based projects for funding potential.
This is an exciting time to be working for us, in what is our 35th anniversary of excellent advice services provision to local communities in north-west Glasgow. The recent appointment of a new Chief Officer and a strong Board of Directors to lead our dedicated team of staff and volunteers, as well as the creation of this new role, means we are well equipped for this next exciting and important phase in our Bureau’s development.  

General responsibilities

· Monitor and develop a Bureau-wide peer-review checking system for ongoing cases and client records for quality of advice, ensuring conformity to CAS Membership and Scottish National Standards;
· Support Bureau advisers (volunteers and staff) by being available for advice consultation and guidance;
· Oversee the Bureau’s social policy work by providing information about clients' circumstances via the appropriate channel;
· Provide statistical information on the number of clients and nature of cases in regular reports to the Chief Officer and Board;
· Alert advisers to local / national advice and welfare rights issues;
· Advise on, respond to and represent in court actions, tribunals and local authority appeals when required;

· Support Bureau advisers through consultation on complex or unusual welfare rights and general advice enquiries, ensuring that correct information is provided and that accurate records are kept;

· Manage the Advice Support Workers’ rotas;

· Coordinate staff and volunteers to ensure effective and efficient service for representation at tribunals; 

· Ensure quality and advice statistics are collated on a weekly basis;

· Prepare a monthly report of Tribunal representation and home-visits;

· Record the positive client financial gains in line with CAS Guidance.
Staff management
· Attend regular meetings of the Management Team; 

· Encourage teamwork and open communications between all staff;

· Attend regular meetings of staff and volunteers; 

· Ensure effective performance management and staff development through regular meetings and appraisal processes; 

· Ensure the service area is adequately staffed and resourced.
Quality Assurance System
· With the Chief Officer, oversee the organisation and implementation of the CAS Quality of Advice Assessment framework;
· Oversee the organisation and delivery of quality of advice assessment training for Support Workers, case checkers and experienced advisers;
· Oversee the support and mentoring for Support Workers, case checkers and experienced advisers;

· Monitor and identify future training and developmental needs for Support Workers and experienced advisers;

· With the Management Team, organise and develop the Bureau’s quarterly volunteer evenings.
Other

· Keep abreast of the most recent developments in the advice and welfare rights field and communicate this to current staff and volunteers;
· Organise talks and muster interest in the Bureau’s information and advice services to stakeholders, funders and other community groups and organisations as required;
· Regularly update the Bureau’s social media and website platforms with advice / welfare rights information, resources and developments;

· Promote volunteer engagement with the Bureau’s website and social media platforms;

· Carry out any other reasonable tasks as required by the Chief Officer or Board of Directors;

· Occasional evening / weekend work may be required.
PERSON SPECIFICATION
E – Essential 

D – Desirable 

	ADVICE SERVICE COORDINATOR
	COMPETENCIES 

	QUALIFICATIONS
	· Good standard of general education and relevant work experience E

	EXPERIENCE
	· 2 years’ experience in the Advice sector E
· Line management experience D
· Advice audit experience E
· Project development / management D
· Third Sector funding / fundraising D

	SKILLS AND ATTRIBUTES
	· Excellent communication skills E
· Ability to work under pressure E
· Ability to lead a team E
· Training D
· Volunteer development D

	VALUES AND ATTITUDES
	· Commitment to team working E
· Commitment to equality of opportunity E
· Experience of implementing equal opportunities policies and practices E

	KNOWLEDGE
	· Advice quality and audit processes E
· Case management systems E
· Project management systems D

	OTHER
	· A commitment to a client-driven, volunteer-led service and a ‘can do’ attitude E
· Ability to work professionally and sensitively with all clients, volunteers, staff and key stakeholders E
· Commit to the principles of CAB service E
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