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JOB DESCRIPTION   DUNDEE CITIZENS ADVICE BUREAU
IDENTIFICATION
	Post Title:
	Money Advice Worker - Big Lottery/ESF Financial Inclusion Project
	
	 
	

	Salary
	£24,175 - £26,760
	
	 
	 

	Responsible to:
	Dundee Citizens Advice Bureau Operations Manager

	
	
	

	Responsible for:
	N/A

	
	
	


This Project is part funded by the European Structural Funds.

JOB PURPOSE
	1. Provide advice, consultation and an advocacy service to members of the public and specific client groups on money advice, income maximisation and other welfare services as appropriate, and encourage the take-up of such benefits and services by the public and Big Lottery ESF Financial Inclusion participant client groups.
2. Provide a full money advice/debt counselling service.



PRINCIPAL WORKING CONTACTS
	1. Dundee Citizens Advice Bureau Operations Manager
Dundee Big Lottery / ESF Financial Inclusion Project Manager
2. Dundee Big Lottery / ESF Financial Inclusion Eligible Participants, Council Advice Services, Brooksbank Centre and Services, Community Groups, The Wise Group, Discovery Credit Union, SCARF, Shelter Scotland, NHS Tayside.


MAIN DUTIES
1. To provide a full money advice/debt counselling service to eligible participants of the Big Lottery ESF Financial Inclusion Programme working in partnership with Hub based Financial Support Officers.

2. To provide information, advice and representation on statutory benefits and social welfare services as required.

3. To undertake special surveys and publicity work in relation to specific individuals or groups as required.

4. To negotiate and mediate with appropriate agencies in the process of enabling claimants to pursue their entitlement to income related benefits or services, and undertake an advocacy role as appropriate.

5. To provide information, advice and consultation to other partners’ staff and external organisations as appropriate.

6. To provide telephone advice as required.

7. To share in the development of the training programmes for staff, volunteers (including Peer Mentoring) and voluntary organisations.

8. To maintain an up to date knowledge of the complex nature of the legislative basis of the social security system and debt related legislation and to understand, interpret and advise on the implications of such legislation. To maintain an up to date knowledge of the development and changes to case law and to be able to advise on the implications of such changes.

9. To assist in promoting the availability of the service and promote special projects through the use of the media in collaboration with the Council’s Public Relations Office and the Big Lottery ESF Financial Inclusion Co-ordinator.

10. To maintain accurate casework records in written and electronic form as per current written case standards and those required by the Big Lottery ESF Programme. To maintain and manage a caseload. 

11. To provide representation to clients at social security, disability, and housing benefit appeals tribunals as required.

12. To carry out any duties that correspond reasonably to the general character of the post and are commensurate with its level of responsibility.

13. The post holder(s) will be solely involved in European Social Fund activities (i.e. spend 100% of their contracted hours on the ESF project only and undertake no other non-ESF project related duties).
	  

  


	


OTHER DUTIES
This job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time.  Consequently, this is not a contractual document and the post holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job.
PERSON SPECIFICATION

	POST TITLE:
	Money Advice Worker - Big Lottery/ESF Financial Inclusion Project

	
	
	


	
	ESSENTIAL REQUIREMENTS
	DESIRABLE REQUIREMENTS
	METHOD OF ASSESSMENT

	PROFESSIONAL/
EDUCATIONAL
QUALIFICATIONS

	Degree in relevant subject. e.g. law, Social Science or equivalent experience working in a welfare rights or money advice post.
High standard of numeracy/literacy
	
	Application form
Interview
Written test.

	RELEVANT WORK/OTHER EXPERIENCE

	Previous experience working in either  welfare rights, financial inclusion or money advice sectors
Working knowledge of existing benefit and debt/credit legislation
	Representation experience.
Experience of preparing and delivering training 

	Application Form
Interview 
References
Written test

	PARTICULAR SKILLS/ABILITIES

	Good oral/written communication skills.
Ability to work within a complex legislative system and understand legislative sources.
Ability to manage own workload with good time management skills
	Computing skills including word processing and training preparation.

	Interview 
Reference
Application form
Written Test


	PERSONAL QUALITIES

	Flexible & adaptable.
Team player
Enthusiastic & positive manner
Committed 
Articulate
	
	Interview
References

	ANY ADDITIONAL JOB RELATED REQUIREMENTS

	Basic Disclosure Scotland Check
	Full driving licence
	Application Form Interview
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