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Job Information Pack
This pack contains the following information:

· Job details

· The application process

· Information about Haddington Citizens Advice Bureau
· Project Information
· Job Description

· Person Specification

· Application Form

· Equal Opportunities Form

Job details 
Job title:
Digital Access Worker
Reporting to:
Bureau Manager

Location:
Haddington CAB

Employer:
Haddington CAB, 46 Court Street, HADDINGTON, East Lothian 



EH41 3NP

Salary:

£29,300 per annum Full time, £14,300 part time
Benefits:
40 days annual leave including public holidays. Part time leave pro rata on hours.
Employer pension contribution 7% (payable after successful completion of probationary period)

Hours:
35 hours per week Full Time 17.5 Hours Part time
Duration:
2 year contract
The application process

Application deadline:

12 January 2018 by 13.00
Interview date:


19 January 2018
Interview location:

Haddington CAB
Interview format:

45 minute interview

Please mark postal application Private and Confidential’ Job Application or put in subject line if applying by email. Send email applications to cab@haddingtoncab.casonline.org.uk, Postal Applications to:





The Manager
Haddington Citizens Advice Bureau
46 Court Street

HADDINGTON

East Lothian EH41 3NP

About Haddington Citizens Advice Bureau
The Citizens Advice Service was first established in Haddington in 1978.

Through a small team of core and project staff and 35 highly trained and committed volunteers, Haddington CAB provides a free, confidential, independent and impartial service to the East Lothian community on a wide range of issues including:

· Debt and money

· Welfare Rights

· Consumer issues

· Immigration 

· Employment and workforce problems 

· Housing

· Relationship and family issues

· Discrimination

· Health services

· Legal rights & responsibilities

The charity is a trusted and well respected organisation. It enjoys high levels of client satisfaction and the excellence of its training programme is widely recognised. Its volunteer workforce and paid staff are fully committed and strive, with limited resources, to provide the advice sought by thousands of clients each year.  

In 2011, Haddington CAB achieved accreditation to Level III of the National Standards for Information and Advice.

For a full overview of all our services and current work, please visit our website at: www.haddingtoncab.co.uk
Project Information 

The project consists of 4 activities to be delivered by 1.5 development workers and will have 3 distinct and overlapping phases. The phases and activities to be delivered are;

1. Individual help with clients needing to engage digital services, they will be existing bureau and referrals from other agencies. Each client will be given the opportunity to customise their access to digital services according to what they have available. Help with enhancing their access will also be given where there is an opportunity to do so, for example entitlement due to educational need, or help with a relevant charitable application. This phase also includes helping self employed clients in the same manner as well as act as a 2nd tier advice service where they are developing digital responses to their business needs. Establishing the project will require purchase of equipment and facilities, publicity and promotion through local media to get it up and running. 1 Initial launch event and publicity drive.
2. Training Advice workers to help clients engage more effectively with digital access to improve their service delivery and empower them to navigate the various digital channels to their own benefit. The development workers would provide a 2nd tier resource and would over time see the advisers deal with the majority of client support work leaving them to attend to the more intensive project and self employed issues. Contact will be made with advice agencies offering training and support.  The service will be promoted to the community learning and development forum, local area partnerships and Strive as well as other community groups as a resource for support with digital access, this constitutes the third activity which concentrates more on workshop and community based project work. It has a wide ranging remit and could for example support the creation of community web facilities or support a campaign for improved broadband access. 1 Launch event and publicity drive for this phase covering community support and adviser training with 12 workshops over the project duration 

3. The project will produce three core works 2 for publication; a report on its overall activities detailing what worked and what did not, a practical guide for advisers supporting clients with digital access issues including technical tips for setting various devices and a rights guide that sets out the legal and other rights associated with digital access including protecting privacy and appropriate use, as well as consumer issues. 1 launch event and publicity drive per publication (2 in total for this phase).

JOB DESCRIPTION

Digital Access Workers
	
	

	Role:
	Responsible for delivering a digital access support service and producing two guides, one practical the other legal / advisory.

	
	

	Duties:
	· Providing digital access for clients dependent on their assessed needs
· Training bureau advisers and other relevant agencies to assist clients with digital access
· Work with local communities (including communities of interest) with development support for digital and IT Projects
· Work with self employed clients supporting them with digital engagement 
· Research, draft and publish; (i) an updateable support guide for advisers to assist clients with digital access (ii) A users guide to digital rights
· Publish a final report on the projects development 
· Provide reports as required by the Manager, funders and other interested parties

	
	· Responsible for the purchase and housekeeping of relevant project hardware and software.

· Work closely with Session Supervisor and other staff to train and support advisers


Basic Terms and conditions
Post subject to satisfactory references

Salary:


£29,300

Hours:


 Monday to Friday, full time (flexible) (35hrs)
Probation period:
Three Months 

Pension:
A pension scheme is available (7% employer contribution)

Holiday:


40 days per annum including public holidays

Part Time Basic Terms and conditions
Post subject to satisfactory references

Salary:


£14,300 per annum.

Hours:


Monday to Friday, part time (flexible) (17.5 hrs)
Probation period:
Three Months 

Pension:
A stakeholder pension scheme is available (7% employer contribution)
Holiday:


40 days per annum including public holidays pro rata to full time (35) hours
Digital Access Worker – Person Specification

	Experience
	Essential
	Desirable

	
	Experience of web development or leading edge IT adoption


	Previous IT related project management experience



	
	Legal, advice or community work background


	Experience of working in a client focussed environment


	
	Excellent research and written production background 
	Experience of the charity sector 


	Skills and Knowledge
	Leading edge knowledge and experience of digital applications. IT qualifications, web design experience full time post
	IT qualifications, web design experience for part time post.


	
	Worked in an advice or community work setting
	Legal, advice, or community work qualifications

	
	Clean Driving licence
	Skilled public speaker



	Personal Qualities
	Strong organisational skills
	Friendly and personable manner when dealing with the public


	
	Highly numerate and IT literate
	Flexible approach to the job tasks and routine


	
	Ability to plan and prioritise work and deliver to deadlines
	Understanding of the role of volunteers and the important contribution they make to the community



	
	Ability to work as part of a team
	Creative thinker and problem solver



	Motivations and Expectations
	Delivery of a high standard of work and customer service
	

	
	
	


CONFIDENTIAL

HADDINGTON

CITIZENS ADVICE BUREAU
APPLICATION FOR EMPLOYMENT
Before completing this application form, please read the accompanying Guidance Notes. 
If you have any difficulty completing this form please call Haddington CAB on 01620 820000. 
Please type or write clearly in black ink and cross / check boxes as required.

	Position applied for:  Digital Access Worker 

	Personal Details

	Title


	Forename(s)


	Surname



	Permanent address 



	

	
	Postcode



	Home telephone number


	Mobile telephone number



	Work telephone number (if convenient)


	E-mail address 



	Correspondence/Temporary address (if different from above)




	Previous or other names and surnames used



	National Insurance number 

	Nationality




	Do you require a work permit to work in the UK?
Yes  FORMCHECKBOX 

No   FORMCHECKBOX 

If yes and you already have a work permit what type of permit is it?

Date of issue: 


Place of issue:



Date of expiry: 


Visa number: 



Passport number: 





	References


Please provide below the names and addresses of two referees who can comment on your suitability for the post. If you have been employed we would normally wish to seek a reference from your present or most recent employer

	Name


	Job Title


	Address



	

	
	Postcode



	Telephone number


	e-mail address



	Relationship to you


	How long have you known this person?



	When may we request a reference? 

At any time  FORMCHECKBOX 

After offer of employment  FORMCHECKBOX 



	Name


	Relationship to you (e.g. mentor)

	Address



	

	
	Postcode



	Telephone number


	E-mail address



	Occupation


	How long have you known this person?




	General Information


How did you hear of this vacancy?

Job Centre  
 FORMCHECKBOX 
       
Citizens Advice Scotland website        FORMCHECKBOX 

Local or National press  
 FORMCHECKBOX 
   please specify: 






Other website     
 FORMCHECKBOX 
   please specify: 






Other:

Do you hold a current driving licence?    YES/NO (delete as appropriate)

Have you ever committed an offence under sections 25 and 26 (1) (d) or (g) of the Immigration Act 1971? 

YES/NO (delete as appropriate)
	Education & Membership of Professional Bodies


Please give details of educational and professional qualifications, beginning with the most recent

	Date
	Institution name & address
	Qualification
	Grade

	
	 
	
	


Membership of Professional Bodies

	Date joined
	Professional body
	Category of membership

	
	
	


Training Courses

	Date 
	Course Attended
	Brief Description of Course

	
	
	


	Employment Information


Please give details of your employment (paid or unpaid) starting with your present/most recent employer and working backwards. Please explain any employment breaks. 

Present or most recent employer:

	Name, full address & telephone number of employer



	

	Job title


	From (MM/YY)


	To (MM/YY)



	Current or final salary


	Period of notice required



	Reason for leaving (or seeking other employment)


	Please give a brief outline of your main responsibilities and achievements



Previous employers: Continue on separate sheet if necessary

	Name, full address & telephone number of employer


	

	Job title


	From (MM/YY)


	To (MM/YY)



	Reason for leaving (or seeking other employment)

	Final salary


	Please give a brief outline of your main responsibilities and achievements



	Name, full address & telephone number of employer


	

	Job title


	From (MM/YY)


	To (MM/YY)



	Reason for leaving (or seeking other employment)

	Final salary


	Please give a brief outline of your main responsibilities and achievements



If you have had any breaks in your employment (for example family commitments, travel, unemployment) please give the dates to and from and an explanation of the reason(s). 

	Date from:  
	Reason for break:


	Date to:  
	

	Date from:  
	Reason for break:


	Date to:  
	


	In this section we would like you to give your reasons for applying for this post. Bearing in mind the job description, please indicate what experience, skills and interests you would bring to this job. 


	ADDITIONAL INFORMATION



Continue on separate sheet if required.
	Declaration


I confirm that the information given on this form is, to the best of my knowledge, true and complete. I understand that any deliberate attempt to provide false information to obtain employment is a serious misrepresentation and will lead to rejection, or if employed, dismissal and is likely to constitute a criminal offence.

Signed: 







   Date: 


Print name: 







Please return completed application marked “Confidential Job Application” BY 1 P.M. on FRIDAY 29TH  December 2017  to:-

The Manager

Haddington Citizens Advice Bureau

46 Court Street

HADDINGTON

EH41 3NP

Electronic applications should be sent to cab@haddingtoncab.casonline.org.uk with the above wording marked in the subject line of the email.

Please note if selected for interview:  
INTERVIEWS WILL BE HELD ON FRIDAY 12 JANAUARY (pm) at the Bureau
Guidance notes for applicants on completing the application form
· The form should be completed in black ink or typed
· Please do not send in your CV

· One of your referees should be your present or most recent employer. If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you well to confirm the information you have given and to comment on your ability to do the job. This should not be a relative or purely personal friend

· The enclosed person specification lists the minimum requirements for this post. When shortlisting for interview the selection panel will only consider the information contained in your application form and will assess this against the person specification

· The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles. It is therefore important that you use the space provided on the application form to demonstrate how you meet the requirements.

· If you are shortlisted for interview, the selection panel will ask you questions based on the person specification, which will cover the areas in more detail

· The following applies only to advisers. Sections 25 and 26 (1) (d) or (g) of the Immigration Act 1971 are concerned with the following offences: assisting illegal entry, falsifying documentation or obstructing the authorities investigating immigration offences. If you have committed one of the offences above you may still be able to be an adviser, however we would have to contact the Office of the Immigration Services Commissioner in order to discuss the issues
Equal Opportunity Monitoring Form

	POST TITLE 
	          Digital Access Worker 


The CAB is striving to ensure equality of opportunity in its employment policies and therefore we have decided to monitor our recruitment practices.  This will help us identify areas of under representation in our workforce and to assess those areas where positive action is needed.  In order that we can monitor each stage of the recruitment process, you will be asked to complete this form on application. 

Your co-operation in completing this form would be greatly appreciated.  We must stress that any information you give will be strictly confidential.  You are not obliged to answer the questions but you will appreciate that, for our monitoring policy to be wholly effective, we would hope to have 100% response. 

If you do not wish to answer any question(s) this will not affect your application in any way.  There follows an explanation of some of the sections where appropriate.  Thank you for your time and co-operation in completing our form.  

We wish to give you the following assurances

· The information provided will not form the basis of any part of selection

· All information will be regarded as confidential

· This information will only be used for statistical purposes to monitor the composition of the service.
1.
ETHNIC ORIGIN

We appreciate that some people, including those of mixed race, may not be happy with classification used on monitoring forms.  The classifications we have used are those used by the General Register for Scotland – census forms.  If you wish to classify yourself in some other way, please use the additional space provided to do so.

I would describe my ethnic origin as (in your own words or if you prefer tick one of the following): 

	White Scottish
	
	Indian
	
	Chinese
	

	Other White British
	
	Pakistani
	
	Caribbean
	

	Irish 
	
	Bangladeshi
	
	African 
	

	 Any other white background
	
	Any other Asian background  
	
	Any other Black background 
	


Other ethnic background (please specify)……………………………….

2.
GENDER

	I am (please tick):
	Male
	
	Female
	
	Transgender 
	


3.
AGE

	25 and under
	
	35 - 54
	
	Declined to answer
	

	26 - 34
	
	55 and over
	
	
	


4.
DISABILITY

We understand that many employees do not declare disability or caring responsibilities because of possible discrimination against them by employers in the selection process and many people do not register as disabled for the same reason.   We would like to know how many people we attract to the service so that we can monitor the effectiveness of our policies towards disabled people and their carers.
	Disability*
	Yes 
	
	No
	


	Registered disabled*
	Yes 
	
	No
	


	Would you require special adaptations/equipment 
	 Yes 
	
	No
	


	Carer of someone with a disability 
	 Yes
	
	No
	


Please specify__________________________________________________

*If you answer in the affirmative to any of the above questions and are short-listed for interview, please contact the CAB to ensure that interview arrangements are to your satisfaction.
5.
SEXUAL ORIENTATION

We appreciate that some people may find the question on sexual orientation to be an extremely personal one and we must therefore re-iterate that you are under no obligation to answer it.

I would describe myself as (please tick): 

	Heterosexual
	
	Lesbian
	
	Gay
	
	Bisexual
	
	


6.
MEDIA RESPONSE

1 Where did you see this post advertised or how did you find out about it?
	E-mail to Inbox


7.
COMMENTS

Do you have any comments about our monitoring form?

	No
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           Haddington Citizens Advice Bureau  46 Court Street Haddington EH41 3NP
ScottishCharity No SC00814                                                                       Company Limited by Guarantee SC374255
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