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Citizens Library Advice Network – Outreach Worker
Employer:
Board of Directors, Stirling District Citizens Advice Bureau Ltd

Job Title:

Citizens Library Advice Network – Outreach Worker

Salary:     
AP4 pt 30 - £26,456 (0.6 @ 21 hours) + 3% employer’s contributory pension
Term:                      1 yr fixed (possible extension)                      

Responsible To:
Chief Executive Officer (line manager) & Citizens Library Advice Network Project Leader (operational manager) 
Main Purpose:
To deliver generic CAB advice & digital capacity building /digital skills development to rural communities via the library network. Assist the Project Leader develop, manage and report on the project and support the Citizens Library Advice Network project volunteers. 
To ensure that community engagement with the projects advice access and digital capacity building opportunity is maximised.  
To assist the Project Leader to build, manage and maintain partnerships with the relevant stakeholders (DWP, Libraries and Community Councils) to ensure rural advice needs are met and access to social justice of the target communities are enhanced.  
The provision of  holistic CAB advice to the community & digital capacity building /digital skills development; & to  support the co-ordination and management of positive partnerships increasing access to social justice for the rural community, with residents and with relevant stakeholders.
Key Responsibilities
The provison of CAB advice to the rural communities via libraries & home visits. To assist with recording and reporting on the Citizens Library Advice Network -  monitoring client profiles, advice contributoin of inforamtion to the Proejct Leader to ensure  that the KPI’s and TPI’s  are tracked and achieved.  
· To provide direction & support  to the Citizens Library Advice Network volunteer advisers  on the project in consultation with the Project Leader. 
· To contribute to the development of the procedures, tools and processes of service delivery, provide feedback as necessary on areas where there are issues or room for improvement in consultation with the Proejct Leader.
· To contribute to the provision of quarterly reports on the  progress of the Citizens Library Advice Network to the CEO to inform the Stirling District CAB Board of Trustees 
· To record and contribute to the reporting of the relevant information on the KPI’s and TPI’s
· To monitor client feedback in conjunction with the other staff members and review the in consultation with the Project Leader.
· To contribute to the development options for the extension of the project to other areas of need within Stirling District in consultation with the CEO

· To maintain accurate, confidential records of all casework in keeping with CAB service requirements
· To record and collate the amounts of benefit income raised, debt resolved, improved financial & digital capacity as well as other “soft outcomes “statistics in order to contribute to the social policy work of the region and to inform stakeholders of project outcomes
· Attend and participate in the relevant CAB staff and volunteer meetings and stakeholder meetings
· To contribute to the provision of written reports for and attend monthly supervision sessions and annual appraisal
· Undertake any other reasonable duties as requested by the CEO
