HELPLINE ADVISER - PERSON SPECIFICATION
	PERSON SPECIFICATION
	ESSENTIAL
	DESIRABLE

	Qualifications
	· Good standard of general education

	· Completion of Money Advice Service accredited training to give debt advice to level 1, 2 or 3 OR equivalent
· Evidence of vocational training/ qualifications


	Experience
	· Considerable recent experience of giving money advice.
· Proven experience of empowering clients to improve their financial capability
· Experience of working with a range of stakeholders
· Experience of assisting people with a wide range of vulnerabilities

· Experience of delivering debt advice via telephone 


	· A minimum of 6 months experience as a Debt and Money Adviser, including casework such as sequestration/
bankruptcy DAS and other debt options. 
· Experience of submitting DAS and bankruptcies via eDEN and BASYS
· Giving advice via video conferencing technology

· Production of promotional materials

· Project delivery

	Skills, Knowledge and Attributes
	· Excellent written and oral communication

· Good planning and organisational skills

· Excellent interpersonal skills

· Ability to work on own initiative

· Proficient IT skills 
· Maintain strictest level of confidentiality on service delivery
· Ability to work hours flexibly as required by the needs of the service

	· Statistical recording for evaluation/ monitoring

· Understanding problems experienced by people with low incomes
· Skilled in report writing



	Values and Attitudes
	· Commitment to team working approach

· Commitment to the support and empowerment of individuals

· Awareness of the social needs of local communities

· Support the principle of voluntarism

· Commitment to equality of opportunity
	· Proven ability to work within a community development or volunteer setting
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