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Post:   			Advice Worker  - Advice In Schools Project
 
Hours:   		35.75 hours per week (full time)

Location:                      Schools, CHAI office, community locations and some home working. 
 
Salary Range:               £25,478 -£27,290


BACKGROUND INFORMATION:
Do you want to help alleviate poverty and improve the lives of families and children?
Within the UK there is over £22bn a year in unclaimed welfare benefits, and in Edinburgh it is estimated that 1 in 4 children are living in poverty.   Are you understanding of people’s journeys and the challenges they face in their lives, and how poverty can have an impact on this?

This is an exciting opportunity for an Advice Worker to join our ‘Advice In Schools’ team.
The project provides a high-quality advice service to families in Edinburgh who are impacted by low income and the effects of living in poverty.  Working in partnership with all stakeholders including parents, schools and other statutory and third sector agencies, the project takes a whole family and trauma-informed approach to helping parents who may face multiple barriers to moving out of poverty.  The Advice Worker will help families by maximising income, providing support to claim benefits as well as offering housing and debt advice.  Continuous training is provided and the adviser is expected to contribute to the continued development of this successful service.  

The Advisor will be part of our wider CHAI ‘Advice For Families’ Team and will benefit from our comprehensive training programme, peer expertise, team support and ethos of continuous learning and development which is at the heart of our service delivery.



Are you?:
· Passionate and committed to making a meaningful difference for families and children.
· Able to quickly learn complex rules and legislation on Welfare Benefits, Debt and Housing.
· Able to grow trusting relationships in a formal setting.
· Understanding of people’s journeys and the challenges they have had in their lives, and how poverty can have an impact on them. 


Application:
Please send your CV and a covering letter detailing why you are interested in the post and how your knowledge, skills, experience, and personal qualities will fulfil the job description and person specification to:
Email: recruitment@chaiedinburgh.org.uk


CHAI offers the following exceptional benefits:
· Extensive training programme 
· Flexible working
· Access to Simply Health benefit plan
· 33 days of annual leave + public holidays
· Enrolment to NOW pension scheme
· Supportive work environment
· Opportunities to improve services and make a difference

PURPOSE OF THE JOB:

· The Advice Worker will provide advice, information and representation to parents with the aim of addressing low income, debt and housing issues.
· To contribute to the delivery and development of this service in partnership with schools and all relevant stakeholders.
· To provide a high quality service to families impacted by poverty in order to improve their financial circumstances, increase the wellbeing of the whole family and have a positive effect on the educational participation and attainment of the children.  


RESPONSIBLE TO:

· The Advice Worker will be primarily responsible to the Service Manager – Advice For Families team.


MAIN DUTIES: 

· To provide advice, information and – when required – representation to parents to Scottish National Standards for Information & Advice Providers (SNSIAP) standard.
· To work flexibly and proactively with parents who may require additional support in order to make best use of the advice service offered by the project.
· To establish and maintain positive professional relationships with parents, schools and all relevant agencies and stakeholders.
· To provide advice appointments to parents within the schools, in the family’s homes, in community facilities or online/over the phone according to the individual needs of the families. 
· To attend occasional out of hours events for the purpose of promoting the service and supporting parental engagement (minimal).  
· To liaise with local statutory and third sector agencies to foster and encourage appropriate referrals to the project, advocate for the needs of families and encourage good practice in advice work in relation to working with families with children.
· To facilitate referrals to other appropriate services for families, as required. 
· To use the project’s two Case Management Systems (Advice Pro & Helix) to record and report on work undertaken.  
· Contribute to the ongoing evaluation of the project through case studies, user surveys, focus groups or other appropriate methods.  
· To attend regular training and maintain an up to date knowledge of developments in welfare benefits, housing and debt advice. 
· To contribute to the design and delivery of training and promotional materials for use within the schools and other community locations as appropriate. 
· To co-operate with other members of staff (both internal and external) in the smooth running of the service. 
· To prepare regular reports to the Service Manager and project partners, as required.  
· To carry out other reasonable duties deemed necessary, as determined by CHAI and the Board of Directors.




	Person Specification
Advice Worker 

	Essential
	Desirable

	Qualification

	· Ability to quickly learn complex rules & legislation on Welfare Benefits, Debt and Housing.
	· Educated to Diploma / Degree level / SCQF 7


	Knowledge, Skills & Experience

	· Understanding of the welfare benefits system
· Experience of developing trusting relationships in a formal setting. 
· Ability to work independently and use own initiative and work collectively as part of a team.
· Experience of managing a caseload 
· Experience of working with vulnerable groups.
· Ability to prioritise caseload, review & update cases, and work to agreed time scales and targets.
· Excellent communication and networking skills.
· Strong partnership skills.
· Ability to follow policies, procedures, and processes.
· Excellent literacy and numeracy skills, and the ability to write clear and comprehensive case notes.
· High level of computer literacy.
· Ability to research problems and find solutions.
· Ability to interact positively with colleagues and networks across a range of levels. 
· Understanding of trauma informed practice.
· Advocacy skills

	· Experience of providing high quality accurate advice, information, and representation in line with the Scottish National Standards for Information and Advice Providers. 
· Experience of working within a social care environment. 
· Awareness of legislation in safeguarding, health & safety, and data protection.
· Knowledge of using a case management system e.g., AdvicePro.
· Knowledge of support agencies in Edinburgh.
· Ability to mentor/support volunteers and colleagues.






	Personal Qualities

	· Passionate and committed to making a meaningful difference for individuals, families, and children.
· Understanding of people’s journeys and the challenges they have had in their lives, and how poverty can have an impact on them. 
· Demonstrate commitment to a person-centred approach.
· Pro-active approach to identifying client needs and accommodating them.
· Flexible approach to the working environment.
· Ability to work under pressure.
· 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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