Roxburgh & Berwickshire Citizens Advice Bureau
UC TRAINING/SUPPORT WORKER: Job Description
Name of Employer: Roxburgh & Berwickshire Citizens Advice Bureau
Job Title: Welfare Benefits Training & Support Worker
Duration: 12 month contract

Hours:  18 hours per week

Salary: £10,764 per annum

Responsible to: Manager


Responsible for: N/A
Summary of main responsibilities:

· To identify, plan and deliver a range of adviser training to volunteer advisers and to provide support and supervision to volunteer advice workers with a main focus on Universal Credit.
· To support the provision and development of quality advice, information and representational advocacy on statutory benefits, and other social welfare matters by way of casework and specialist support services to Bureau volunteers and paid staff.

Main Tasks:
· Plan, co-ordinate and deliver the adviser training programme in advice work to new volunteer advisers
· Plan, co-ordinate and deliver specialist training on Universal Credit
· Determine, in consultation with the Manager, the ongoing needs of voluntary staff and develop/deliver training sessions to meet these needs

· Update/amend and develop training modules and ensure resource materials are updated

· Attend training courses arranged for tutors and other relevant courses as appropriate

· Provide support and supervision for the voluntary staff and be available for advisers requiring assistance 

· Ensure accurate recording of client cases

· Progress casework – undertake research of case issues when required
· Maintain training records for each individual trainee

· Provide training reports for the Board of Directors and Annual Reports

· Undertake any other work, consistent with the purpose of this post, as directed by the Manager 

PERSON SPECIFICATION

	TRAINING/ SUPPORT WORKER
	COMPETENCIES 

	EXPERIENCE
	· Evidence of ability to carry out training in benefit issues
· Experience with complex Universal Casework 
· In-depth current knowledge of the social security system, particularly that relating to Universal Credit

	SKILLS AND ATTRIBUTES
	· The ability to prepare and deliver training

· The ability to motivate others and work in a team setting

· Excellent organisational, communication and report writing skills

· Computer proficient

· Ability to deal with clients and other professionals in a sensitive manner

· The ability to undertake research and use resource materials.

	VALUES AND ATTITUDES
	· An understanding and empathy with the aims and objectives of the CAB service.

	OTHER
	· Full UK driving licence and access to a vehicle for work use.  Ability to travel across Roxburgh & Berwickshire


