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Job Title:	            Advice Worker – Recovery Hubs
Reporting to:	            Service Manager (Income Maximisation & Employability) 
Position Type:	            35.75 hours per week (full time–permanent)
                                         (part-time applicants will be considered)
Salary Range:                £23,785 – 25,476 (full time)
Closing date:              
												
Background information
CHAI helps and empowers people through the provision of free, confidential, high quality, impartial advice, information and representation on welfare benefits, housing, employability and money issues.

Our aim is to alleviate poverty, prevent homelessness and encourage employability. 

Our vision is to ensure that no one in our communities endures hardship. We believe that everyone in our communities should have the opportunity to become the best version of themselves. 

We are looking for Advice Workers who are passionate and committed to making a meaningful difference for vulnerable people. The role will provide advice on income maximisation through benefit and debt advice and casework for people accessing support from one of Edinburgh’s 4 locality Recovery Hubs. The recovery hubs are a multi-agency approach for tacking substance addiction. The role involves working closely with other care professionals such as social workers and community psychiatric nurses to ensure that people have the help and support they need.  Work can typically involve checking benefit entitlement and assistance to applying for benefits, challenging decisions and helping with debt solutions. 

The post requires people with an understanding of substance misuse and mental health issues. Individuals should have excellent people skills and experience of providing income maximisation advice. Benefits and debt advice experience is desirable, along with a good level of education. The ability to research solutions and a desire to assist vulnerable people to resolve issues is required as well as excellent administrative skills, case management and case recording. CHAI will provide a comprehensive training programme and encourages continuous professional development. We welcome people with lived experience to apply.
We offer the following benefits:
· Flexible working
· Access to Simply Health benefit plan
· 32 days annual leave (inclusive of public holidays)
· Enrolment to NOW Pension Scheme 
This post is funded to 31 March 2024 and may be subject to continued funding. 

PURPOSE OF THE ROLE
· The Adviser will provide advice, information and representation to individuals referred by partner agencies and professionals working within the Recovery Hubs.
· Through maximising income individuals report higher levels of well-being and reduced levels of stress and anxiety.
· The Adviser will manage and maintain ongoing advice casework.
· The Adviser will assist in the promotion and development of advice services within their outreach locations helping to develop smooth referral routes and communications with our partners.
RESPONSIBLE TO
· The Adviser will be primarily responsible to the Service Manager (Income Maximisation & Employability).

Job Specification
Role and Responsibilities
· To conduct interviews with clients by telephone, email or face to face either in an outreach location or in the CHAI office as required.

· To provide information and guidance on benefits and debt to ensure income maximisation through benefit checks, casework and tribunal representation to Type 3 of Scottish National Standards within the designated projects.

· To manage a caseload and carry out detailed financial inclusion casework on behalf of the client. 

· Develop and maintain positive relationships between CHAI and our partner organisations; health care professionals, community link workers, social workers and support workers etc. 

· Provide or contribute to training or briefing sessions to help other professionals understand the welfare system and how they can support individuals with this.

· Communicate effectively with third parties on behalf of the client.

· Signpost clients to relevant specialist sources where appropriate

· Maintain accurate computer records in line with CHAI procedures and ensure all client mandates are in line with GDPR. 

· Prepare regular reports to the Service Manager and project partners, as required. 

· Maintain up-to-date knowledge of development in welfare benefits and debt issues and participate in any training and activities.

· Co-operate in a positive and supportive manner with other members of staff (both internal and external) in the smooth running of the service.

· Adhere to the policies and procedures of CHAI.

· Perform other reasonable related duties as required. 
Person Specification
	Essential
	Desirable

	Experience
	Experience

	· Experience of providing advice regarding welfare benefits from DWP and SSS.
· Experience of managing a case load
· Experience of offering holistic advice
· Experience of effective signposting / referrals
· Experience of applying for benefits for clients
	· Experience of working as a welfare rights or money adviser
· Experience of working within recovery services

	Qualification/Training
	Qualification/Training

	· Relevant qualification at SVQ level 3 or more
	· Vulnerable Adult Awareness

	Knowledge and Skills
	Knowledge and Skills

	· Confident understanding of the welfare system
· Excellent literacy and numeracy skills
· Good level of computer literacy
· Ability to write clear and comprehensive case notes
· Ability to manage caseload (review cases, update cases, identify and work to time scales)
· Experience of identifying crisis / emergency for clients
· Excellent communication and networking skills
· Ability to work as part of a solution focused team but can also work on own initiative
· Ability to set and meet targets
· Ability to follow procedures and processes
· Ability to research problems and find solutions
	· Advocacy skills
· Experience of representing people in formal settings or knowledge of first tier tribunals
· Knowledge of using a case management system e.g. Advicepro
· Good knowledge of supporting agencies in Edinburgh
· Ability to write a good case study for funders



	Personal Qualities
	Personal Qualities

	· Understand and empathise with the needs of people on low income / with additional needs
· Demonstrate commitment to a client centred approach 
· Pro-active approach to identifying client needs and accommodating them
· Ability to work sensitively and effectively in a trauma informed way
· Flexible approach to the working environment
· Ability to work under pressure
· Ability to interact positively with colleagues and networks across a range of levels 
· Ability to keep knowledge and skills up to date and be motivated to do so
	


	Other
	

	· Will be required to obtain a Protection of Vulnerable Groups Scheme Record Disclosure
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