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Perth Citizens Advice Bureau


Financial Capability and Debt Adviser


Grade and Salary:
 £19,283 – 23,546 pro rata 




 Depending on experience

+ 6% Pension contributions
Location:


Perth CAB & venues throughout Perth & Kinross

Hours of work:

19 hours per week

Responsible to:

Chief Executive
Duration:


Fixed Term to 31st December 2018
Job Description

Role purpose:
To provide debt advice and financial capability support which enables lone parents, and people on low incomes or from workless households to manage their money effectively.

This post is part-funded by ESF and the post-holder will work 100% on the Poverty and Social Inclusion project.

Main Areas of Responsibility

· Identify people who meet the criteria for the project and follow appropriate procedures for engaging with those clients 

· Work with individuals to develop their knowledge, skills and confidence in managing their money effectively and making informed financial choices

· 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 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 

· Accurately identify income, assets, expenditure and liabilities, and assist clients to prepare a financial statement, explaining controversial and variable figures with reference to relevant trigger figures

· Provide advice and support for clients which enables them to understand the difference between priority and non-priority expenditure, the importance of forward planning and how to manage their finances effectively

· Advise clients about creditors’ options for enforcing debts; recognise common enforcement and court documents and advise clients on the possible remedies available to them; refer to a more experienced adviser when necessary 
· Take responsibility for the planning and delivery of financial capability workshops and events which raise awareness or promote and support good money management

· Attend training and undertake research to maintain and develop skills and knowledge required for the post

· Use ICT and relevant case management systems to record all enquiries and statistics in line with bureau policy
· Work with colleagues to maintain accurate and complete records as required by the funder in order to safeguard project funding
· Manage a caseload of debt cases and on-going financial capability advice
· Identify the need for referral to internal or external sources of information / advice & make appropriate referrals

· Negotiate with creditors verbally and in writing referring to relevant legislation, case law and codes of practice 

· Apply CAB aims, principles and policies when dealing with money advice 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 the bureau 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 
Person Specification

Experience

1. Recent experience of advice work either in a paid or voluntary position

2. Experience of delivering financial capability training or support or the provision of budgeting advice

3. Experience of managing a caseload of complex debt enquiries

Knowledge

4. Thorough knowledge of the principles and procedures of debt advice 

5.  Good knowledge and understanding of the remedies available for managing priority and non-priority debts.

6. Understanding of the needs of vulnerable client groups, and the common barriers to accessing advice and how to overcome them

Skills and Attributes

7. Good written and oral communication skills

8.  Ability to manage time, prioritise work and meet deadlines whilst paying attention to detail

9.  Ability to monitor and maintain own standards and to recognise own training needs

10. Ability to use IT to access information and to record client records and statistics

Values and Attitudes

11.  Flexibility and commitment to team working within a team of voluntary and paid staff

12.  Understanding of and commitment to the aims, principles and policies of the CAB service 

13. Availability to work the required hours which include some early evenings and Saturday mornings 

