HADDINGTON CITIZENS ADVICE BUREAU

PERSON SPECIFICATION


MONEY ADVICE CO-ORDINATOR - JOBSHARE

ESSENTIAL




· Demonstrable experience of Money Advice casework management  at specialist  level for at least 3 years
· A knowledge of allied subjects: consumer, employment, housing, family, causes of poverty and social exclusion

· Ability to communicate at all levels (verbal and written) and to understand client need

· Experience of managing and providing support to paid and voluntary staff

· Experience in liaison with voluntary and statutory groups

· Experience in training provision
· Commitment to work within the Money Advice legislative framework

· Experience of legislative processes and court forms
· A working knowledge of IT and related packages

· Full driving licence and access to own transport

DESIRABLE


· Advice background
· Experience of developing and supporting new projects

· Demonstrable experience of complex cases and conducting representation at appeals or Court
	 MONEY ADVICE          CO-ORDINATOR
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	A minimum of 3 years full-time   equivalent money advice or debt counselling experience or equivalent
	Experience of working with volunteers

	EXPERIENCE 


	Experience in casework

Experience in the preparation and presentation of training courses

Experience of preparing reports, plans and proposals


	An understanding of and commitment to Aims, Principles and policies of the CAB service

	SKILLS AND ATTRIBUTES
	Ability to work without close supervision
Ability to prioritise own work and meet deadlines  
Ability to work as part of a  team 

Ability to communicate effectively, both orally and in writing

Understanding of the main principles and methods of statistical gathering and service evaluation


	Ability to work hours flexibly as required by the needs of the service

	KNOWLEDGE
	A sound working knowledge of welfare benefits and of the legal rights of debtors and creditors

A knowledge of money advice strategies

A working knowledge of Microsoft software and related packages


	Experience of working with case management systems

	
	
	


