Perth Citizens Advice Bureau
Community Advice Team Leader
Job Description
Grade and Salary:
£24,644 per annum 

+ 6% Pension contributions

Hours of work:

35 hours per week 

Place of work:

Perth CAB plus outreach work

Responsible to:

Chief Executive

This post is funded for 3 years.
Role purpose:
-     To maximise incomes for low-income families

· To assist with benefit claims including support for digital access
· To develop and maintain collaborative working with a range of local partners 
· To supervise and co-ordinate a small team of project volunteers
Key work areas and tasks:
· Establish and maintain a face-to-face advice service which targets clients who are disadvantaged, excluded or experiencing poverty especially families with dependent children, older people and people with disabilities or long-term conditions 

· Advise clients on ways to maximize income by checking benefit entitlement including “better off” calculations, checking tax codes or entitlement to grants and other options for increasing income 
· Assist clients to make appropriate claims for benefits or tax credits and support claimants to progress those claims

· Identify the need for referral to internal or external sources of information / advice & make effective referrals
· Liaise with other local organisations in order to develop and maintain collaborative working which improves access to services
· Use ICT and relevant case management systems (CASTLE) to record all enquiries and statistics in line with bureau policy

· Manage all cases effectively, setting review dates, completing follow-up work timeously and recording outcomes for all cases
· Apply CAB aims, principles and policies when dealing with 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
· Support and supervise a small team of volunteers both informally and through formal supervision maintaining records in line with bureau policy
· Contribute to the bureau’s social policy work ensuring that issues affecting clients are taken up locally, regionally and nationally

· Attend staff and team meetings regularly as agreed with line 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
	Essential
	Desirable

	Experience
	

	Recent paid or voluntary experience of delivering advice on a one-to-one basis
	Ability to provide advice and assistance with digital or paper benefit claims

	Experience of working in partnership with a range of organisations
	Awareness of support groups and organisations which operate in Perth and Kinross

	Experience of working with and supporting volunteers
	Experience of managing staff or volunteers

	
	

	Knowledge
	

	A good understanding of the causes and consequences of poverty and exclusion
	Awareness of the principles of protection of vulnerable people

	A thorough understanding of the welfare benefits and tax credits system 
	Ability to undertake benefit checks and better-off calculations

	A good understanding of income maximisation 
	

	A good understanding of current good practice and standards in advice giving
	Knowledge of Scottish National Standards for Information and Advice Providers

	
	

	Skills and Attributes
	

	Proven ability to manage time, prioritise work and meet deadlines
	

	Attention to detail and ability to follow prescribed work procedures
	

	Excellent communication skills including in person, by telephone and in writing
	

	Ability to use IT to record cases and statistical information and for word processing 
	Experience of using Microsoft Office including Word and Excel

	Excellent team working skills

	

	Ability to recognise own training needs and to take responsibility for attending training and undertaking research
	Experience of monitoring the work of others

	
	

	Values and Attitudes
	

	A good understanding of CAB Aims and Principles and the ability to apply these to the delivery of this project
	

	A good understanding of the value of Social Policy work and a willingness to contribute to the bureau’s Social Policy work
	

	Availability to work the required hours which may include occasional early evening or Saturday mornings. 
	

	Ability to travel throughout Perth and Kinross including rural areas
	


