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Dear Applicant

Private Rented Sector (PRS) Housing Adviser 

Thank you for your enquiry about the above post.

This recruitment pack contains notes on completing an application for the above role together with job advert, job description and personal specification. The appendices contain the forms required to be completed and returned with your completed application.
You will find enclosed some background information about the bureau, further information can be found on the Bureau’s website www.airdriecab.co.uk
In determining which applicants will be interviewed, the Interview Panel will have regard to applicants who best fit the person specification so it is important that you use this as a guide when completing the application form.

We look forward to receiving your application by the closing date of 26th October 2021 at 5pm and we would ask that you provide an email address and telephone number where we can contact you day and/or evening.

Yours sincerely

Vince McKeown 
CEO
Airdrie Citizens Advice Bureau

Background Information

Airdrie CAB was formed in 1971 and became a Charitable Company Limited by Guarantee in 1995.  It is a member of the nationally recognised brand of Citizens Advice Bureau (CAB) and has continued to develop in response to the needs of the residents of Airdrie, North Lanarkshire and surrounding areas.  The organisation is a member of the umbrella body Citizens Advice Scotland that provides guidance and support to all Citizens Advice Bureau in Scotland (CAS).  The twin aims of the service are: 

· To provide the advice people need for the problems they face

· To improve the policies and practices that affect people’s lives.

Airdrie CAB is well placed to recognise trends and identify particular needs and lack of services for specific groups.   Enquiries are across a wide range of fields, and clients expect high quality advice and assistance (including representation at tribunals and in Court when appropriate) on what are, at times, highly complex matters.  The main enquiries at the present time relate to problems with welfare benefits and money; employment; goods and services; housing; and family and personal situations

The Bureaux is open Monday to Friday 9.00 until 16.00 with an evening surgery once per week 16.30 to 19.30.  We have a team of 30 core and project staff and in addition we have over 24 volunteers, the bureau provides a free, confidential, independent and impartial service for community residents 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

Airdrie CAB 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.

It is recognised as a Charity with Office of the Scottish Charity Regulator (SC12238), and operates as a Company Limited by Guarantee (157177) and is registered with Financial Conduct Authority (FRN 617437).

For a full overview of all our services and current work, please visit our website at: www.airdriecab.co.uk 
AIRDRIE CITIZENS ADVICE BUREAU

PRS Housing Adviser

Employer:

Airdrie CAB

Job Title:

Private Rented Sector (PRS) Housing Adviser (Job share considered) 

Main Purpose:
To provide a Housing Advice Service to those involved within the Private Rented Sector (PRS)
Responsible to: 
Deputy CEO
Hours of Work: 
35 hours per week 

Contract:

Fixed-term contract until 31 March 2023
Salary:
          £22,000-£24,500 FTE (experience dependant) 
Post Funded by:  
Safe Deposit Scotland
About the job


To provide a Housing Advice Service to those involved within the Private Rented Sector (PRS).  This will include ongoing casework (including knowledge of welfare and debt) negotiation, assistance and representation at the 1st Tier tribunal. Working closely with North Lanarkshire Community Legal Services (NLCLS) and North Lanarkshire Housing Advice Network based within Coatbridge CAB.
Employee benefits
Airdrie Citizens Advice Bureau offers excellent terms and conditions and is an inclusive employer considering flexible working arrangements where appropriate. For more details of some of the other benefits on offer to our employees, please contact us for more information. 

How to apply
Please return completed Application form and Self Declaration form for Disclosure by email to Susie Paterson Susie.paterson@airdriecab.casonline.org.uk or by post marked ‘Confidential’ to Susie Paterson, Airdrie Citizens Advice Bureau, 61a Stirling Street, Airdrie, ML6 0AS
Closing Date for applications: 5pm 26th October 2021
Date of interviews for successful applicants: w/c 1st November 2021
Please note that this post is subject to a satisfactory Basic Disclosure check

Equality & diversity monitoring

To help Airdrie Citizens Advice Bureau monitor equality and diversity statistics please return the Equality & Diversity Monitoring Form separate from your other application documents by emailing it to: Andrew.potts@airdriecab.casonline.org.uk
About the employer

Airdrie Citizens Advice Bureau is committed to equal opportunities both in service provision and employment.

Charity number: SC0 12238
Job description 


Key Responsibilities 

· To provide advice, assistance, negotiation and representation.

· Advise and assist with housing issues up to and including type III of the Scottish National Standards.

· Maintain detailed case records of all advice work undertaken.

· Work with and on behalf of clients to process conclusion.

· Ensure that all duties are carried out within the Aims and Principles of the Citizens Advice Bureau Service.

· Make appropriate referrals to ensure clients receive the best service.  

· Produce a detailed work plan which fits in with the key objectives of the project.

· Carry a caseload covering the full range of PRS housing advice to tenants and landlords.

· Prepare and present cases to the appropriate statutory bodies and/or 1st tier tribunal.

· Liaise and assist with the training of staff and volunteer advisers in relation to PRS housing.

· Build on existing relationships with external agencies/other bureaux and form new working relationships. 

· Negotiate where appropriate on behalf of a client/landlord for a positive outcome. 

· Adopt a holistic approach, identifying other related problems. Develop a robust referral system both internally and externally.  

· Ensure that all work conforms to the bureau's systems, procedures, Citizens Advice Quality standard and National Standards Level II/III.

· Maintain accurate case records for the purpose of continuity of casework, information retrieval, statistical monitoring and report preparation.

· Maintain a library of reference material and case law.

· Carry out any other tasks that may be within the scope of the post to ensure the effective delivery and development of the service and the organisation.

· At all times be a Demonstrate commitment to the aims and policies of the CAB service.

· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.

Social Policy

· Assist with social policy work by providing information to drive change and highlight inequalities.

· Monitor service provision to ensure that it reaches the widest possible client group.

· Alert other staff to local and national issues.

Professional Development 

· Keep up to date with legislation, case law, policies and procedures relating to PRS housing advice and undertake appropriate training internally and externally.

· Advocate the Citizens Advice Bureau at all times. 

· Prepare for and attend supervision sessions/staff meetings/working group meetings as appropriate.

· Assist with project initiatives for the improvement of services.
Person specification


Knowledge, skills and experience

Essential

· Experience of working with people with multiple and complex needs.

· Ability to work without supervision and prioritise workload.
· Experience of preparing, planning and delivering briefings, reports and tribunal papers.

· Experience of using a range of IT tools to carry out your work, including case management systems, Microsoft Office applications, online applications, internet and email etc. 

· Excellent oral and written communication skills, including the ability to communicate complex information in a clear and accessible manner.

· Excellent organisational skills.

· A proven ability to work effectively with a wide variety of stakeholders.
· A commitment to the aims, principles and policies of Citizens Advice Bureau
· Ability to operate as a team player and communicate effectively with colleagues and managers.

Desirable

· A Specialist knowledge of PRS Housing Law with particular emphasis on the Private Rented Sector.
· Completion of Citizens Advice Bureaux Adviser Training Programme

· Basic knowledge of multiple enquiry areas to aid with identifying emergencies and making referrals where appropriate

Additional requirements

· Provision to temporarily work remotely from home 
· Make Home visits to clients or work from any of NL bureaux or outreach locations

· Travel to visit other organisations and venues and attend meetings.

· Occasionally undertake work out of hours 

Notes for applicants on completing the application form

· The form should be completed in black ink or black ballpoint pen or typed.  This will make it easier for photocopying purposes.

· Please do not send in your CV.  Where you provide a CV, it will not be considered by us and in the absence of a completed application your application will not be continued.

· 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 sufficiently 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 short listing 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 to demonstrate how you meet the requirements.  Paid and voluntary work are not the only experiences worth quoting.  Other life experiences and skills may be just as valid.
· 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.

In order for your application to be considered, please ensure you complete all sections of this form. Please do not send in your CV as we will only consider your completed application form.

Sections
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Candidate Details


Please complete your details below:

	Title
	 

	Full name
	

	Previous name(s) if applicable (please include dates)
	 

	Address
	 

	Email address
	 

	Contact telephone number
	 

	Role applied for
	 

	Where did you see the job advertised?
	 


General Data Protection Regulation

Airdrie Citizens Advice Bureau is aware of its obligations under the General Data Protection Regulation (GDPR) and is committed to processing your data securely and transparently. Our Privacy Notice for Job Applicants sets out, in line with GDPR, the types of data that we collect and hold on you as a job applicant, how we use that information, how long we keep it for and other relevant information about your data.  A copy of the privacy notice for job applicants can be found www.airdriecab.co.uk It is important that you read this notice so that you are aware of how and why we are using your data. Please check the box below to confirm that you have done so.

☐ I confirm that I have read, understood and agree to the Privacy Notice for Job Applicants.
References


Any offers of employment with Airdrie Citizens Advice Bureau are conditional upon receipt of satisfactory references.  Please provide below the names and contact details of at least two referees 
If you have been in full-time education during this time, please provide details of where an academic reference can be obtained. 

For each reference, please detail the following information:

Referee 1 

	Name of referee
	

	Job title of referee
	

	Organisation 
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed
	


Referee 2

	Name of referee
	

	Job title of referee
	

	Organisation 
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed
	


Please note that we will not contact any referees until an offer of employment has been made and your authorisation has been obtained. 

 
Right to Work in the United Kingdom

All employees must be able to demonstrate that they are legally entitled to work in the United Kingdom. 

In order to apply for employment with Airdrie Citizens Advice Bureau you must declare that you have the right to work in the United Kingdom and that, if successful, you will be able to provide the necessary documentation (typically a passport or a birth certificate, together with your National Insurance Number).

By completing this application form, you are declaring that you are legally entitled to work in the United Kingdom.

Please state below, by selecting the statement that applies to you, if there are any restrictions or limitations on your legal right to work in the United Kingdom.

	☐ 
	I confirm that I have the right to work in the United Kingdom without restriction.



	☐ 
	I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I have no restrictions or limitations on my Visa.



	☐ 


	I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I am restricted to (please detail any restrictions or limitations on working in the UK):

______________________________________________________________________________________________________________________________________________________________________________________________________


Employment History

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
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Final salary
	

	Notice period (if applicable)
	 

	Reason for leaving 
	 


Please give a brief outline of your main responsibilities and achievements:

Previous employers: Continue on separate sheet and include additional boxes if necessary

	Name, full address & telephone number  of employer
	 

	Job title
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Notice period (if applicable)
	 

	Reason for leaving 
	 


Please give a brief outline of your main responsibilities and achievements:

	Name, full address & telephone number  of employer
	 

	Job title
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Notice period (if applicable)
	 

	Reason for leaving 
	 


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 and periods of unemployment) please give the dates to and from and a full explanation. 

	Dates
	Reason for break

	
	 

	
	 

	
	

	
	 

	
	 


Qualifications


Please give details of your qualifications below, beginning with the most recent. 

Education:

	Dates
	Institution name
	Qualification
	Grade

	
	
	
	

	
	
	
	

	
	
	
	


Membership of professional bodies:

	Date joined
	Professional body
	Category of membership

	
	
	

	
	
	

	
	
	


Additional qualifications: 

	Date completed
	Course
	Brief description

	
	
	

	
	
	

	
	
	


Written statement


In this section we would like you to give your reasons for applying for this post. Bearing in mind the job description, please provide examples demonstrating what experience, skills and qualities you would bring to this job. Your statement should not be longer than two pages.

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 to:-

Susie Paterson 
Email:
Susie.paterson@airdriecab.casonline.org.uk
NOTE: The information given in this form will be treated in the strictest confidence.  

Strictly Private and Confidential 








9

