East Renfrewshire Citizens Advice Bureau
HOUSING ADVICE WORKER – JOB DESCRIPTION 
Job Title:          Housing Advice Worker

Responsible to:  Bureau Manager

Main purpose of job: Provision of an efficient and effective specialist housing advice service to clients of East Renfrewshire CAB.

Key Tasks

· To provide specialist housing advice in response to complex or unusual enquiries 
· To make home visits where appropriate

· To advise clients on income maximisation and obtaining their full rights to social security benefits
· To manage a caseload of housing cases ensuring that the maximum possible progress is achieved
· Supporting bureau advisers through consultation on complex or unusual housing enquiries, ensuring that correct information is provided and that accurate records are kept
· To undertake office administration relating to these duties

· To assist in providing training and support to volunteers on housing related matters

· To advise on, respond to and represent in court actions, tribunals and local authority appeals

· To assist in achieving and maintaining relevant national Standards accreditation for East Renfrewshire CAB

· To produce reports, collate statistics and contribute towards local and national social policy work

· To fulfil all conditions of the funding contract

· To liaise and negotiate with other agencies as appropriate

· To carry out any other duties and responsibilities which may be reasonably determined by the Manager or Board of Directors

HOUSING ADVICE WORKER - PERSON SPECIFICATION

	HOUSING ADVICE WORKER
	COMPETENCIES

	QUALIFICATIONS
	· Housing law
· Recent housing or homelessness advice experience
· Recent welfare benefits advice experience

	EXPERIENCE 


	· Experience in casework/case management

· Experience in the preparation and presentation of training courses

· Experience of preparing reports, plans and proposals

· Experience of working to external quality standards



	SKILLS AND ATTRIBUTES
	· Ability to work without close supervision, prioritise own work and meet deadlines

· Ability to work as part of a  team 

· Ability to communicate effectively, both orally and in writing

· Understanding of the main principles and methods of statistical gathering and service evaluation

· Ability to work hours flexibly as required by the needs of the service.

	KNOWLEDGE
	· A sound working knowledge of housing law and welfare benefits 

· A knowledge of housing advice strategies

· A working knowledge of Microsoft software and related packages

· An understanding of and commitment to aims, principles and policies of the service.



	OTHER
	· A willingness to undertake training identified in collaboration with the Bureau Manager.
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