SOUTH WEST ABERDEENSHIRE CITIZENS ADVICE BUREAU

DEPUTY MANAGER 
Name of Employer:

South West Aberdeenshire Citizens Advice Bureau 
Job Title:  


Deputy Manager 
Responsible to:

Chief Officer 
Hours: 


PT 21 hours per week

Salary: 
£16,800 per annum (FTE £28,000 pro rata) + 5% pension contribution. Funded until August 2024 
Summary of main responsibilities:

· To assist the Chief Officer in the day to day running of the bureau

· To provide, develop and support bureau services
General responsibilities

· To provide support for bureau staff, whether paid or unpaid 
· To participate in the recruitment, training, support and supervision of bureau staff and volunteers
· To maintain contact with outside bodies with whom the bureau is required to liaise

· To work with the Chief Officer on project development and monitoring 
· To work with the core team to promote and monitor quality of advice and positive case management 

Interview Support
To be second tier support for the bureau and outreach advice workers by:

· Being available for consultation on complex or unusual enquiries

· Taking measures to ensure correct information is given and that accurate records are kept

· Assisting with managing client expectations
· Supporting Session Supervisors to ensure that all actions have been taken for compliance with QAA standards and National Standards, if appropriate
· Organise and participate in client case conferences; ensure that case conference notes are prepared and further action carried out

Bureau Administration

· To support bureau and outreach administration

· To undertake delegated management/administrative tasks as required 
Training

To assist in recruitment, training and ongoing support of bureau advisers by:

· Assisting the Manager with interviewing of applicants 

· Assisting in organising and delivering adviser training programmes

· Assisting in the organisation and delivery of ongoing specialist training programmes for experienced staff, whether paid or unpaid
· Preparing and producing appropriate training materials as required

· Liaising with CAS training staff and bureau tutors

Fundraising Activity 
To assist Chief Officer and Board in raising project funds to meet client need by: 

· Supporting or making applications to appropriate funders and trusts as determined by the Board’s Fundraising Strategy and Plan
Project Monitoring
To assist with monitoring effectiveness and projects targets by: 

· Taking shared responsibility for monitoring timetables, staff supervision and goal-setting, thus ensuring that project targets are met or exceeded  
Liaison

· To assist the Chief Officer to create an awareness within the community of the role of the CAB
· To liaise with relevant external agencies and by good public relations practice to promote confidence in the service
· To contribute and to participate where appropriate in agreed CAS campaign activities
Tasks and Development 
· To keep abreast of the latest developments in the information and advice field

· To carry out any other reasonable tasks as required by the bureau manager or Board of Directors
DEPUTY MANAGER – PERSON SPECIFICATION
	SKILLS & EXPERIENCE
	     COMPETENCES 

	QUALIFICATIONS
	· Good standard of general education.

	EXPERIENCE
	· Minimum 1 years’ managerial experience including staff supervision

· Experienced in office administration

· Minimum 1-2 years’ experience in the advice field

· Experience of office IT systems 

	SKILLS AND ATTRIBUTES
	· Excellent written and oral communication skills

· Excellent interpersonal skills
· Computer/applications proficient 

· Experience of implementing equal opportunities policies and practices
· Project management experience
· Ability to work under pressure

· Experience in training delivery
· Ability to support and manage change

· Ability to travel within the local CAB area and elsewhere as needed; access to a vehicle essential

	VALUES AND ATTITUDES
	· Commitment to team working

· Support for the principles of voluntarism

· Commitment to equality of opportunity and its policies and practices
· Commitment to CAB aims and principles 

	KNOWLEDGE
	· Microsoft computer software

· Committee procedures

· Awareness of fundraising methods and funding sources
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