MUSSELBURGH AND DISTRICT CITIZENS ADVICE BUREAU

JOB DESCRIPTION

Post: 
Financial Capability Project Officer - Young People 
Hours of work: 
21 hours per week

Salary: 

£23,697 Pro Rata
Summary of main responsibilities:
· To deliver the Musselburgh CAB Financial Capability programme ‘Money Maters’ to key agencies working with vulnerable groups in East Lothian

· To work with East Lothian Council to deliver the Independent Living Program to S4 & S5 students
· To lead on the website, Facebook and Twitter accounts to widen access to the service.
Main duties:

1. To identify and work in collaboration with key stakeholders to promote financial capability across East Lothian.

2. Working in partnership with housing services, to deliver the East Lothian Councils Independent Living Program to S4 and S5 students.
3. To deliver the CAB Money Matters Program.  This will include one-to-one and group work with young parent groups.
4. To work with key agencies to provide personal budgeting to clients.
5. To deliver the CAB Young Enterprise Program.
6. To promote wider access to the CAB service particularly by younger service users by updating the website and social media. 
7. To identify additional funding to support and develop the project in line with community needs.
8. To support the General Advice service as required.
9. To produce reports for funders and the bureau  Manager
10. Maintain/collate project information. 

11. Undertake any other tasks as requested.
12. Adhere to Aims, Principles and Policies of Citizens Advice Service.
13. PERSON SPECIFICATION 
Financial Capability Project Officer - Young People

	Knowledge 
	Essential 
	Desirable

	Educated to degree level or equivalent
	
	(

	Knowledge or understanding of financial capability or money advice work 
	(
	

	Strong IT skills and experience of web design and content management
	(
	

	Completion of CAB Adviser Training Programme
	
	(

	Experience
	
	

	Experience of delivery of advice and information 
	
	(

	Experience of working with young people
	
	(

	Project management skills
	(
	

	Experience of working with volunteers
	
	(

	Experience of working with external agencies
	(
	

	Skills and attributes
	
	

	Excellent communication skills both verbally and in writing
	(
	

	Ability to work without supervision
	(
	

	Basic training skills
	
	(

	Presentation skills
	(
	

	Full driving licence
	
	(

	Values and attitudes
	
	

	Openness to flexible working
	(
	

	Clear understanding of the importance of good customer service
	(
	

	Committed to the key aims and principles of the CAB service 
	(
	

	Commitment to team working
	(
	

	Additional Requirements
	
	

	PVG Disclosure
	(
	


