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Helping Hand Money Advice – your money advice, your way 

Post DESCRIPTION

        
Post Title: 

Helping Hand Money Advice Buddy 

Responsible to:
Assistant Manager

Hours of Work:
35 hours per week
Salary:

£23,000 (plus NI & employer pension costs)
Type of Contract:  
Fixed Term to 31st March 2023 – further extension subject to funding 
Post Summary 
The post of the Helping Hand Money Advice Buddy is an exciting new post with Parkhead Citizens Advice Bureau.  We believe strongly in making a difference for our clients.  Our aim is to ensure that no one suffers through lack of knowledge of their rights and entitlements and that equally through social policy action we strive to make long lasting changes for everyone. 
The post holder will contribute to this through providing direct support and help to money advice clients on their money advice journey, particularly those who may have issues engaging fully due to their individual circumstances.  The Buddy will be a key person for them to contact and assist them to progress their case. 
MAIN TASKS:

1. To be a key contact for money advice clients through a variety of channels including online and exploring the use of new tools and technologies.
2. Delivery of support and help to enable clients to provide accurate creditor and income and expenditure information to enable the money advice journey to progress. 
3. To update case records with activity and monitor progress and establish information that may be required
4. Regularly update management and key personnel on progress of cases and any issues

5. The ability to provide support and work with volunteers as well as paid staff
6. Assist in producing, maintaining and distributing appropriate information materials including online to promote their service. 
7. Commitment to Social Policy and feedback on issues clients are facing to effect change
8. Appropriate basic advice training or equivalent experience has been completed from recognised providers in the field, which may include Wiseradviser, Citizens Advice Scotland. 

9. Keep such records (including the maintenance of a database) as required to enable the service to be monitored and evaluated.

10. Talks/training to local groups where required to promote the service
11. Commitment to their own personal development and training.  Parkhead CAB is committed to ensuring that all staff are given opportunities to develop their knowledge and skills

12. Provide regular reports to the Assistant Manager/CEO on activities against targets

13. Undertake any other work, consistent with the purpose of the post, as directed by the Assistant Manager/CEO.

PERSON SPECIFICATION

Helping Hand Money Advice Buddy
We are looking for someone who can demonstrate the following essential attributes:

· Enthusiasm and a can do attitude, tenacious, but understanding and personable
· Commitment to the aims and principles of the organisation 
· Commitment to the principle of a non-judgemental client driven service

· Commitment to working flexibly for the needs of their clients which may include occasional early day, evening or weekend work

· Proven experience (paid or unpaid) in the advice giving field including knowledge and experience of the money advice process and journey 
· Current knowledge of money advice and benefits
· Experience of carrying and managing a caseload and keeping comprehensive records of casework which meet audit requirements of CAS, Scottish National Standards for Information and Advice and relevant funders’ requirements. Keep all records confidential, safe and accessible for future retrieval
· Ability to work under pressure, on your own initiative, but also to be part of a team

· Commitment to working to the organisation’s policies and procedures

· Excellent organisational, communication and report writing skills

· Good IT skills 
· An ability to deal with clients and other professionals in a sensitive manner 

· Commitment to the organisation’s Equal Opportunities Policy
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