Perth Citizens Advice Bureau


Benefits and Money Adviser


Grade and Salary:
£19,283 per annum pro rata for part year
+ 6% Pension contributions
Hours of work:

35 hours per week.  

Job share will be considered.
Place of work:

Perth CAB plus outreach work

Responsible to:

Chief Executive
Duration:


Fixed Term to 31st March 2018
Closing Date:

12 noon Friday 2nd June

Interviews:

Thursday 8th June 2017

Job Description

Role purpose:
To provide specialist benefits and debt advice to women who are experiencing or have experienced domestic violence

To maintain a caseload of on-going cases

Main Areas of Responsibility

· Advise clients on ways to maximize income by checking benefit entitlement including “better off” calculations, checking tax codes or entitlement to grants or other options for increasing income 
· Assist clients to make appropriate claims for benefits or tax credits and support claimants to progress those claims

· Advise clients on how to challenge a benefits decision  and assist with Mandatory Reconsideration requests or reviews of awards

· Explore debt problems with clients, identifying the nature and extent of the problem, checking for liability and enforceability and responding appropriately to any emergencies
· Understand the triggers for debt problems and explore these with the client, signposting or referring to local support organisations if appropriate 
· Advise clients on the priority of debts with reference to the methods that creditors can use to collect or enforce payments

· Negotiate with creditors verbally and in writing referring to relevant legislation, case law and codes of practice 
· To manage a small caseload of existing and new benefits or debt on-going enquiries
· Identify the need for referral to internal or external sources of information / advice & make effective referrals

· Take a proactive role in promoting equality and anti-discriminatory practice throughout all aspects of the work. 

· Use ICT and relevant case management systems (CASTLE) to record all enquiries and statistics in line with bureau policy
· Apply CAB aims, principles and policies when dealing with enquiries.
· Recognise own level of competence and when to seek help from a more experienced adviser; attend training and undertake research to maintain and develop skills and knowledge required for the post
· Ensure that all work meets the quality standards required by the bureau in accordance with Citizens Advice Scotland Membership Standards and the Scottish National Standards for Information and Advice providers
· Attend staff and team meetings regularly as agreed with line manager
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues. 
· Undertake any other duties that may be within the scope of the post as specified by bureau management 
Women only need apply under Schedule 9 (part 1) of the Equality Act 2010
Person Specification
	Essential
	Desirable

	Recent paid or voluntary experience of delivering advice on a one-to-one basis
	

	A good understanding of the issues for women who experience or at risk of domestic abuse
	Experience of working with women or disadvantaged client groups?

	Awareness of a feminist analysis of domestic abuse
	An awareness of child protection and vulnerable adults

	A thorough understanding of the welfare benefits and tax credits system 
	Ability to undertake benefit checks and better-off calculations

	Ability to provide advice and assistance with digital or paper benefit claims
	

	A good understanding of the reasons why people may experience debt problems and the ability to explore these issues with clients and to make appropriate referrals
	Awareness of support groups and organisations which operate in Perth and Kinross



	A good understanding of current good practice and standards in advice giving
	Knowledge of Scottish National Standards for Information and Advice Providers

	Proven ability to manage time, prioritise work and meet deadlines
	

	Ability  to manage a caseload of new and existing cases
	

	Excellent communication skills including in person, by telephone and in writing
	

	Ability to use IT to record cases and statistical information and for word processing
	

	Excellent team working skills

	

	Ability to recognise own training needs and to take responsibility for attending training and undertaking research
	

	A good understanding of CAB Aims and Principles and the ability to apply these to the delivery of debt advice
	

	Availability to work the required hours which may include occasional early evening or Saturday mornings. The hours worked can be flexible and will be agreed with the post holder.
	


