HADDINGTON CITIZENS ADVICE BUREAU

JOB DESCRIPTION


MONEY ADVICE CO-ORDINATOR (Maternity cover) Job share
ONE YEAR FIXED TERM CONTRACT


The Money Advice Co-ordinator is responsible to the Manager of Haddington Citizens Advice Bureau and ultimately to the CAB Board of Directors.
Salary Scale:
 £26,337 - £29,832 pro rata depending on experience


 17.5 hours per week – Mon, Tues, Wed morning
Pension:  7% Employer Contribution

It is essential that the Money Advice Co-ordinator has a clear commitment to the ideals of debt and poverty reduction in the community and to customer care. Experience of dealing with all sections of the public including vulnerable groups in challenging circumstances is required together with the ability to deal with people in a tactful and sensitive manner in crisis situations.


The Money Advice Co-ordinator will be responsible for managing the money advice service and for providing options to clients on solutions for resolution of their debts including assisting with legislative processes.  

It is a requirement of the job to carry out all actions in line with the Money Advice (service delivery) Standards as laid down in the Guidance for Approved Money Advisers together with the National Standards for Information and Advice (level 2/3 casework).

Main Areas of Responsibility

· To take on and maintain a caseload at the specialist level of advice, working efficiently to set deadlines.
· To provide accurate, impartial information regarding clients’ legal position and identify and explain all options and courses of action.

· To provide on-going representation in negotiation with creditors, solicitors and insolvency practitioners. 

· To be responsible for the Case Management, using the required national case management systems, of all money advice cases received by the Bureau
· Liaise and respond to requests from the Accountant in Bankruptcy/DAS Administrator
· To support volunteer advisers and colleagues with cases at generalist and skilled  level
· Ensure that all advisers meet the competence standards required for statutory provision including Certificate of Sequestration and Debt Arrangement Scheme

· To provide support to ensure all casework complies with Citizens Advice Scotland audits and Scottish National Standards.

· To be responsible for maintaining expertise, both personally and within the team, in all relevant legislation and guidance.
· To represent clients at Court where required under the terms of the Debt Arrangement Scheme or Home Owner & Debtor Protection Act
· To supervise the implementation and running of any outreach, home visits and surgeries.

· To promote the service and establish and maintain links with statutory and voluntary agencies.

· To produce regular reports as required and maintain detailed statistics.

· To develop and provide training courses both internally and externally

· Carry out other duties as specified by the Manager and required by the exigencies of the post.
The Money Advice Co-ordinator will assist the Manager to develop public awareness of the service and undertake preventative work by

· Giving talks to community groups, schools etc

· Developing training and information materials

· Preparing reports and press releases

· Producing quarterly and annual reports for the purposes of monitoring and reviewing the objectives of the service
The Money Advice Co-ordinator will work closely with the Money Advice Service to facilitate strategic development and closer working of the two services.

The Money Advice Co-ordinator will have responsibility for line managing the Money Advice Support Assistant post.
