Job Description: 
Adviser

Job Title:  Adviser

Main Purpose of Job:  To provide a holistic money and energy advice service to Money Matters’ clients. 

Responsible to:  Duty Manager


Main Tasks of Job:

· To consult with the client to establish their financial/debt situation by face-to-face, email or telephone interview at the offices of Money Matters or outreach locations as required.
· To provide a benefit checking service to ensure Benefit Maximisation as well as financial capability work.
· To provide guidance, information, and support in the areas of welfare benefits and money advice at up to Type 2 of Scottish National Standards (SNS)
· To communicate effectively with third parties on behalf of the client.
· To deliver a comprehensive energy service to the client.
· To manage a case load efficiently and carry out detailed financial inclusion casework on the client’s behalf.
· To signpost clients to other relevant specialist resources where appropriate.
· To provided budgetary and financial capability advice.
· To maintain accurate computer records in line with Money Matters procedures using AdvicePro case management system.
· To ensure all client mandates are completed and maintained in line with current GDPR legislation.
· To keep abreast of current legislation relevant to the Financial Inclusion and Energy sector and to be accountable for own personal development. 
· To ensure all benefit and money advice is delivered in line with Quality Standards/SNS. 
· To actively participate in any training or activities to improve advice practices and business processes.
· To adhere to the policies and procedures of Money Matters.
· To perform any other related duties which may be required to produce an effective outcome in your day-to-day tasks and objectives.
· To source relevant information from mentors and available resources such as Disability Rights Handbook, CPAG
The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation.



JOB SPECIFICATION
ADVISER

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	WORK EXPERIENCE

	Expert current knowledge of welfare benefits both from DWP and SSS
	Yes
	

	Experience of providing advice to clients face to face
	Yes
	

	Experience of providing advice to clients via telephone and email and any other appropriate method of communication
	Yes
	

	Experience of identifying crisis/emergencies for clients
	Yes
	

	Experience of offering holistic advice
	Yes
	

	Experience of managing a caseload
	Yes
	

	Experience of effective signposting/referrals
	Yes
	

	SKILLS AND ABILITIES 

	Excellent literacy and numeracy skills
	Yes
	

	A knowledge of relevant IT systems and practice
	Yes
	

	Experience of using AdvicePro
	
	Yes

	Ability to document clear and accurate case notes
	Yes
	

	Ability to pro-actively manage caseload (review cases, update cases, identify and work to time scales)
	Yes
	

	Ability to write a comprehensive case study for funders etc
	Yes
	

	Ability to perform manual benefit calculation
	
	Yes

	PERSONAL QUALITIES

	Ability to work alone
	Yes
	

	Ability to work in a collaborative manner
	Yes
	

	Excellent communication skills
	Yes
	

	Ability to pro-actively manage workload and to adapt in line with changing priorities 
	Yes
	

	Ability to adapt to and thrive in the pressures of the role
	Yes
	

	Ability to pro-actively keep knowledge and skills up-to- date
	Yes
	

	Ability to work effectively with families during stressful situations and adapt approach to each case as required.
	Yes
	

	ADDITIONAL JOB REQUIREMENTS

	Driving license & own car 
	
	Yes

	Flexibility/some evening work may be required
	Yes
	


 
