Clackmannanshire Citizens Advice Bureau

Job Description

Post of: 

Generalist Adviser 
Responsible to: 
Management team  
JOB PURPOSE 

Generalist advisers assist with a wide range of client enquiries such as Benefits, Employment Issues, Debt and Family Issues, while taking a holistic view with respect to client needs. 
We are seeking an experienced generalist adviser who is keen to develop into specialist case work areas including debt and/or energy advice. 

MAJOR TASKS/ACTIVITIES
Casework

1. Provision of a wide range of advice to clients with a holistic view being taken to ensure all entitlements are considered. 
2. Assist clients with other related problems where they are an integral part of their case and refer to other advisers or specialist agencies as appropriate.

3. Ensure that all work conforms to the bureau's systems and procedures and the Citizens Advice Quality standard.

4. Maintain case records for the purpose of continuity of casework, information retrieval, statistical monitoring and report preparation.
5. Effectively manage your own workload in an organised and professional manner.
6. Undertake any other reasonable duties as requested by Management.
Social policy

1. Assist with social policy work by providing information about clients' circumstances.
2. Alert other staff to local and national issues.

Professional development 
3. To undertake training and personal development in order to ensure that you are fully skilled and updated to perform the role 

4. Keep up to date with legislation, case law, policies and procedures relating to all aspects of advice and undertake appropriate training.
5. Prepare for and attend staff meetings, as appropriate.

Other duties and responsibilities

6. Keep up to date with policies and procedures relevant to bureau work and undertake appropriate training.
7. Alert other staff to local and national issues.

8. Attend Annual General Meeting
Clackmannanshire Citizens Advice Bureau

Person Specification – Generalist Adviser
	
	Essential
	Desirable

	Experience


	Completed CAB Adviser Training Programme.
Experience in benefits, debt and housing related processes

Good awareness and understanding of how rights and advice issues impact on the local communities

Experience of partnership working in the voluntary and statutory sectors


	Experience of case checking and/or Session Supervision

Ability to interpret complex issues and find solutions  
Financial skills 
Experience in debt and/or energy casework
Experience of undertaking research and/or consultation



	Skills, knowledge and attributes


	Knowledge and experience of financial advice, debt advice, benefit entitlement 

An in-depth knowledge of our partners

Working knowledge of procedures in relation to appeals relating to benefits

An excellent working knowledge of welfare benefits and better off calculations. 

Excellent oral communication skills and face-to-face delivery of the service
Effective writing, presentation and communication skills 

Ordered approach to casework and an ability and willingness to follow agreed procedures.

Numerate to the level required in the tasks

Ability to prioritise own work, meet deadlines and manage caseload.

An ability to work under pressure when immediate action is required

Ability to use IT in the provision of advice and the preparation of reports and submissions

Ability to monitor and maintain own standards.

Attention to detail 
	Awareness of the social needs of local communities and services provided by the voluntary sector

Willingness to build strong relationships with our partners to encourage them to become involved

Knowledge of CAS Quality Assurance requirements for case recording



	Values and Attitudes


	An innovator who likes the challenge of developing and implementing new approaches

Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively

Ability and willingness to work as part of a team.

Demonstrate understanding of social trends and their implications for clients and service provision.

Understanding of and commitment to the aims and principles of the CAB service and its equal opportunities policies.

Commitment to voluntarism.

Commitment to quality customer care


	Proven ability to work within a community development or volunteer setting

Experience of implementing equal opportunities policies and practices



	Other


	Willing to be flexible and adaptable in meeting the needs of the service

Able to work on own initiative
	Desire to support specialist work areas such as debt and energy


