GRANTON INFORMATION CENTRE

Job Description
Post:


Housing / Money Adviser

Responsible to:
Advice Service Team Leader and the Executive Manager
The post is currently funded to 31 March 2022 with the possibility of an extension.

Purpose of the job –

Through the provision of a free, confidential advice, advocacy and representation service we aim to address financial and other housing pressures faced by residents – particularly those threatened with repossession actions for mortgage and rent arrears; also those experiencing debt and other housing issues that may put their home at risk.
The Housing/ Money Advice Worker will provide advice, information and representation, to Scottish National Standards for Information and Advice Providers (SNSIAP) standard, to residents (tenants and owner-occupiers).
Project activities will include:

Delivery of advice on: 
· Debt/money issues
· Income Maximisation
· Housing (rent arrears, mortgage arrears, Private Rented Sector issues)

· Court and/or Tribunal representation. 

Main Tasks 
1. To provide one-one advice and assistance with housing and debt issues via centre-based appointments, outreach surgeries, telephone advice and home visits.

2. To provide one- one advice and assistance on income maximisation options for users experiencing money and debt issues via centre-based appointments, outreach surgeries, telephone advice and home visits.
3. To represent claimants at Edinburgh Sheriff Court and at the Housing & Property Chamber (First-Tier Tribunal for Scotland).

4. To record and maintain accurate and up-to date records of casework using the project’s case management system.
5. To identify and facilitate appropriate referrals to other services, when required. 

6. To assist in the development of appropriate statistical recording, monitoring and referral procedures and protocols between relevant agencies.

7. To prepare reports and statistical data as required.

8. To maintain an up-to-date knowledge of developments in welfare rights, housing and debt issues.
9. To liaise and work with a range of other agencies and individuals to ensure that positive relationships are maintained – including other advice agencies, Court and Tribunal staff, Creditors, Scottish Legal Aid Board and Landlords.
10. To assist with the development of appropriate referral procedures and protocols between relevant agencies.

11. To effectively promote the project to ensure maximum take-up.
12. To co-operate and work with other members of staff (both internal and external) to ensure the smooth running of the service.
13. To carry out such tasks /administration necessary for the smooth day to day running of the project.
14. To undertake other reasonable tasks and duties as required by the Executive Manager and the GIC committee.
Other Responsibilities – 

· To maintain a working knowledge of the relevant areas of legislation.

· To interpret changes in legislation for the benefit of the users of the project.

· To organise and plan work in conjunction with other staff, Team Leader, Office Administration Manager and the Executive Manager.
· To bring to the attention of the Team Leader, Office Administration Manager or the Executive Manager any issues concerning the running of the project.
Reporting –
The adviser reports to the Advice Service Team Leader and the Executive Manager.
Support and Supervision –
You will attend regular support and supervision sessions with the Advice Service Team Leader and/ or the Executive Manager.
Health and Safety –
You will be aware of current Health and Safety policies and take responsibility for your own safety, and that of others who may be affected by any act or omission on your part.

Qualifications –

As a high level of understanding of complex legal issues are required – relevant qualifications at SVQ level 3 – or in a relevant discipline is essential to carry out the tasks identified.  

Experience Required –

· It is essential that the post holder has and can demonstrate an up to date knowledge and understanding of debt, welfare, housing and repossession issues as well as knowledge and understanding of money advice.
· Experience of working in a setting where advice and information is provided to service users.

It is essential that the successful candidate can demonstrate –

· Experience of face to face advice provision 

· The ability to identify and address problems relating to housing issues
· The ability to identify and address problems relating to personal indebtedness
· An understanding of  welfare benefits and tax credits
· The ability to prepare cases for representation at Edinburgh Sheriff Court and/ or at the Housing & Property Chamber (First-Tier Tribunal for Scotland).
· The ability to work on own initiative within a team environment with minimum supervision

· The ability to set and meet targets

· Good communication skills and experience of working with the general public

· Advocacy skills

· Good organisational and record keeping skills

· Good oral, written and ICT skills

· An ability to work positively with others within a team based approach to work

· Commitment to non-judgemental, client centred working
· A flexible approach to the working environment

It is desirable that the post holder has

· Experience of networking with groups and organisations

· Experience of working in an outreach setting 
· Evidence of training on welfare benefits, debt or housing issues

· Experience of representing people in formal settings

The adviser will be expected to work in a co-operative manner, playing a full role within the GIC team and assisting with any other matters as and when required.

Hours: 35.75 hours per week.  
Salary: £23,100
This post is currently funded until March 2022.Ongoing employment is dependent on performance. 
