JOB DESCRIPTION
MONEY ADVICE OFFICER
Name of Employer: Motherwell & Wishaw CAB
Job Title: Money Advice Officer
Responsible to: Executive Manager


Hours: 35 Hrs 
Contract Type: Fixed term until 30 June 2021

Salary: £21500 - £24500


Summary of role

The Money Advice Officer will play a key role in the delivery of an innovative multi-channel debt advice service project in North Lanarkshire. This project aims to improve access to and the efficiency of debt advice services for people in North Lanarkshire. It will help inform how debt advice will be delivered in the future throughout the CAB network in Scotland. Key to the project is the provision of high quality debt advice to clients via a combination of telephone, webchat, email and face to face provision. A dedicated helpline will provide the initial point of contact for clients who will then be supported to access high quality debt advice using their method of choice, at a time and location that suits. Clients will have access to advice via telephone, email, webchat, face to face, or a combination thereof. 

Main responsibilities

The main purpose of the role is to provide high quality debt and money advice casework for clients, including statutory debt solutions (DAS and sequestration).  Advice and support will be delivered via a combination of face to face and multichannel provision (telephone, webchat and email).
General Responsibilities

· Maintaining expertise in relevant legislation e.g. welfare rights, debt and bankruptcy

· Undertaking detailed casework on multiple debt problems for the face-to-face service

· Provide advice to clients via a range of media including telephone, webchat and email.

· Maintaining case records including detailed statistics of individual debt cases

· Line management of the money advice coordinator to ensure efficient service provision

· Providing ongoing case support for clients through appropriate digital channels such as webchat and email as well as face-to-face

· Identifying when clients need more intensive support or can do more self-help
· Supporting other advice workers dealing with money advice enquiries

· Taking responsibility for day to day management of money advice work

· Providing regular reports on the functioning and development of the project

· Providing peer review of money advice casework

· Attending team and staff meetings as required

· Establishing and improving liaison with other agencies and community groups

· Carrying out other duties as specified by the manager and required by the needs of the post

· Promote the service to Money Advice colleagues, CAB network, partners and stakeholders.

· Contribute to the ongoing development of the service

MONEY ADVICE WORKER - PERSON SPECIFICATION 

	MONEY ADVICE WORKER
	COMPETENCIES

	QUALIFICATIONS
	· Completion of Money Advice Service accredited money advice training to casework/specialist level (or evidence of competence through Giving Good Debt Advice)



	EXPERIENCE 


	· Experience of casework and case management 

· Recent money advice or debt counselling experience

· Experience of preparing reports

· Experience of working to Scottish National 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

.

	KNOWLEDGE
	· Knowledge of the legal rights of debtors and creditors to Scottish National Standards for Information and Advice Providers Type II 

· 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

· Willingness to travel between locations in North Lanarkshire and elsewhere as required

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