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JOB DESCRIPTION – MONEY MATTERS LINKS WORKER
(Contracted for 12 months initially)

Job Title: 		Money Matters Links Worker
Responsible to:	Bureau Manager
Hours of Work:	35 per week
Salary:	£23,939 per annum, plus £2,397 Islands Allowance, £783 Essential Car Users Allowance and 8% pension contribution.
Requirements:	The postholder will be required to undergo a PVG check.
Context: ‘Orkney Money Matters’ is a new partnership project which has been developed by a consortium of third sector and statutory organisations. It aims reduce the incidence of poverty in the county by increasing access to financial advice and cash-based support, through the creation of a ‘advice-and-cash-first’ referral pathway. The project will develop frameworks and resources to support cross-organisational working, as well as developing a centralised promotion campaign to raise awareness of available support. 
Overview of role: The Money Matters Links Worker will provide initial triage and navigational support to individuals who access Orkney Money Matters through Orkney Citizens Advice Bureau, the advertised entry point to the referral pathway. They will work with the individual to understand their goals and needs and will connect them with available support. For those experiencing a financial emergency, the Money Matters Links Worker will support the individual to access immediate support, prioritising access to the Scottish Welfare Fund. The Money Matters Links Worker will work with individuals for a period of around two weeks, with flexibility for those with more complex needs. 
Key responsibilities:
· Undertaking a structured conversation with the individual to understand the causes of their financial crisis, any unmet needs, the services they are already in contact with, and what they hope to achieve by accessing support. 
· Triaging individuals and identifying those in need of immediate support. 
· Supporting those experiencing a financial emergency to apply for the Scottish Welfare Fund, and to access any other emergency financial support available to them. 
· Where a Scottish Welfare Fund is inappropriate or unsuccessful, supporting the individual to access Orkney Foodbank. 
· Explaining the purpose of Orkney Money Matters and securing consent to share data among partners. 
· Developing a case overview, which provides a profile of the individual to share with partner organisations. 
· Referring and/or signposting the individual to services they need, providing a ‘warm handover’ where this is required.
· Conducting a ‘top-level’ financial inclusion check, and referring to the internal Benefits Advice Team where required. 
· Acting as a link where referrals result in multiple organisations supporting the individuals, including where necessary, organising and facilitating multi-organisational case review meetings. 

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE 

	EXPERIENCE
	Experience (paid or voluntary) in advice work or related field



	Experience of welfare benefits advice work

Experience of liaising with and negotiating with statutory agencies on behalf of individuals 

	SKILLS AND ATTRIBUTES
	Excellent organisational, communication, report writing and form filling skills

Ability to work in a systematic manner

Ability to prioritise work and meet deadlines 

Ability to manage a complex caseload

Ability to work under pressure, on your own initiative, but also to be part of a team

Excellent IT skills - especially word-processing, and database entry 

Ability to provide support/training for CAB volunteers in relation to welfare rights casework

	

	VALUES AND ATTITUDES
	An ability to deal with clients and other professionals in a sensitive manner

Ability to show client empathy and a non-judgemental approach 

Commitment to the principle of a client - driven, volunteer - led service

Commitment to team working

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

	

	KNOWLEDGE
	Knowledgeable user of Microsoft Office packages, including Word and Outlook, databases and the internet 

Understanding of community care issues

	In-depth current knowledge of the benefits system, particularly that relating to sickness and disability benefits

Good working knowledge of the statutory and voluntary agencies in the area

Understanding of the voluntary sector


	OTHER

	A willingness to undertake training. 

Access to own transport

Ability to work flexibly to meet the needs of the service

	




