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Description automatically generated]ROXBURGH & BERWICKSHIRE CITIZENS ADVICE BUREAU                     

JOB DESCRIPTION
Job Title: 		Generalist Advisor  
Responsible to:	Operations Coordinator  
Type of Contract:   	Fixed-Term 1-year contract 
Salary:                     	£16,411.20 (£23,933 FTE) 
Hours of Work:  	24 Hours per week 
Location: 		Kelso (travel to alternative bureau will be required – especially 
                                                during training.  
			Hybrid considered, with face to face essential for clients. 
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Roxburgh and Berwickshire CAB is an independent charity providing advice, information and support to people across our community. We are a friendly team of staff and volunteers working over 4 locations (Eyemouth, Duns, Kelso, and Hawick) delivering a busy advice service. We strive to deliver a good quality service that meets the needs of our clients in a non- judgemental and confidential manner. We aim for individuals not to suffer through not knowing or understanding their rights and responsibilities or not being aware of the services available to them. We provide advice and options to our clients so that they can make informed decision and feel empowered to improve their personal circumstance.


Job description: 

As an Advice Worker, you will have an interesting and rewarding role giving advice on a range of topics. You will work as part of a supportive team ensuring our clients receive a holistic service enabling them to exercise their rights and access the benefits and services they are entitled to. You will have the opportunity to advise across a number of areas, including: benefits, housing, debt, and employment etc. 

Key Responsibilities
· Interview clients over the phone, and face-to-face to gather relevant information about their circumstances and identify the areas they require assistance with. 
· Research advice areas to identify possible options for the client and explain these on a concise and understandable way, to allow the client to make an informed decision. 
· Provide practical assistance to clients such as completing benefit calculations on their behalf and helping clients to contact other agencies.
· Identify social policy issues to feedback to the wider network to help benefit both local and national social policy campaigns. 
· Negotiate with third parties on the client’s behalf to resolve issues they are facing, for example, with employers, benefit agencies, and landlords, etc. 
· Coordinate with specialist advisors and projects within the Citizens Advice Bureau network to ensure clients receive support with complex issues. 
· Refer clients to external agencies where the support required falls outwith our remit. 
· Maintain accurate records through the case recording system. 
· Identify areas for personal development and proactively explore training opportunities to continue your own personal development. 
· Keep up to date on relevant legislation and case law relevant to the role.
· Uphold the principles of Roxburgh and Berwickshire CAB at all times.  

This list is not exhaustive, and you will be expected to carry out any other reasonable duties as requested by the operations coordinator or the wider management team. 

Person specification 

	
	Essential
	Desirable

	Qualifications 
	Literate; Numerate 

Scottish Higher National Certificate or equivalent 
	Completion of CAS Adviser Training Programme 

	Experience 
	Providing advice and assistance in a professional setting 


	Previous work within the voluntary sector. 

Maintaining client records. 


	Skills and Attributes 
	Excellent written and oral communication skills

Ability to research, understand, and explain complex information both orally and in writing

Able to maintain the trust of clients by remaining non-judgemental and maintaining confidentiality 

Ability to mentor new volunteers

Attention to detail 

Ability to manage time and prioritise workload

Ability to be flexible in approach to meet individual needs

Able to work on own initiative 

	

	Values and Attitudes 
	Support the principle of volunteerism 

Commitment to team working approach

Commitment to equality of opportunity 

Support the aims and principles of Citizens Advice 

Able to maintain to confidentiality at all times

Always maintaining a non-judgemental approach 
	

	Knowledge 
	
	A working knowledge of the CASTLE case management system 

A sound working knowledge of the welfare benefits system  



How to apply 

Please send all application forms alongside your CV to: jack.dalrymple@roxburghcab.casonline.org.uk 
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