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Background Information – Citizens Advice Bureau West Lothian 
CAB West Lothian was formed in 1940.  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 West Lothian.  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.

CAB West Lothian is well placed to recognise trends and identify particular needs and lack of services for specific groups. 

Through a team of core and project staff and over 40 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

CAB West Lothian 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.

As well as the generalist advice service the Bureau runs a number of value added projects and works in partnership with a number of other organisations to deliver these projects – full details on these projects can be found on our website www.cabwestlothian.org.uk  

The Bureau is always looking at new and innovative ways to develop its service across West Lothian as well as building relationships with our partners and other agencies.   

We are a recognised Charity; Scottish Charity Regulator (SC000630) and operates as a Company Limited by Guarantee (SC1432115) and is registered with Financial Conduct Authority (FRN 617485).

Name of Employer: 

CAB West Lothian 

Job Title: 


Team Leader – National Projects

Responsible to:

Bureau Manager 

Hours: 
                        20 hours per week 

Salary: 


£16,796

Summary of role

Increasing volunteering – CAB Network

The Increasing Volunteering project was developed following a successful virtual Adviser Training Programme in 2020. It is designed to provide virtual training with live trainers for all bureaux in Scotland in conjunction with the Adviser Training Programme. The project is focused on supporting Scottish bureaux to increase their volunteering capacity through training support due to an increasing demand on services.
National Projects

Citizens Advice Bureau West Lothian offer advice services in relation to National Project work covering various specialised topics and facilitated by trained project advisers.

Summary of the Role

The Team Leader will be responsible for the running of the projects and engaging with Bureaux in relation to the Increasing Volunteering project. They will provide supervision to ensure teams operate efficiently and are achieving required outcomes.

The Team Leader will ensure that the projects are adequately staffed at all times and provide a level of session support and quality assurance.

Main Responsibilities

· To act as the main point of contact for the team.

· Ensure that work rotas are maintained and that there is adequate staff to cover during periods of absence. 

· Training and Induction of Training Officers.

· Support new staff when completing the ATP together with shadowing, mentoring and management checks.

· Manage PR activities – social media, press, radio.

· Ensure training delivery is to a high standard and evaluate effectiveness. 

· Review and evaluate the projects at regular intervals and ensure targets are being met and quality is consistent. 

· Assist and support training officers to implement new programmes and distribute these to participating bureaux.

· Engage with and ensure an effective working relationship with participating Bureaux. 

· Organise bespoke training as required.

· Support staff with regards to identifying training needs and ensuring access to appropriate training.

· Provide monthly and quarterly progress reports in relation to the Increasing Volunteering Project.

· Ensure project staff are producing and submitting reports as required.
· Carrying out other duties as specified by the Manager and required by the needs of the post.
Person Specification  
	
	COMPETENCIES  

	
	ESSENTIAL 
	DESIRABLE 


	EXPERIENCE


	Experience of working in the advice sector. 

Experience of staff support and supervision.  

Experience of project work and achieving targets.  

	Experience of working for a CAB.

Training delivery experience 

PR experience

Experience using Canva


	SKILLS AND

ATTRIBUTES


	Highly motivated.

Excellent communication skills – oral and written.

Effective time management skills, with the ability to prioritise in order to manage busy periods.

Ability to build and maintain effective working relationships.

Ability to organise effectively.

Ability to support and supervise members of the team.

Ability to work without close supervision and prioritise workloads.


	


	KNOWLEDGE
	An understanding of and commitment to aims, principles and policies of the CAB service.

A working knowledge of Microsoft software and related packages.


	Good overall knowledge of general advice.   

       


	OTHER
	 A willingness to undertake training as required.
	


Application notes
Please return completed applications to: - Louise.Crozier@CabWestLothian.casonline.org.uk.  
Closing Date:  Friday 5th April 

PAGE  
2

