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Person Specification – Coatbridge Citizens Advice – Bureau Manager 

Essential
· Strong commitment to the Aims and Principles of the CAB service.
· Understanding of local authority structures and the third sector, and support for and understanding of the principle of voluntarism.
· Strong interpersonal and people management skills acquired through extensive experience, including effective delegation, recruitment, retention, and performance management.
· Understanding of operational management, including project and programme management, and associated risks and controls.
· Experience of strategic financial management.
· Experience of developing and delivering strategy and business plans.
· Experience of managing change within an organisation, considering the views and experiences of key stakeholders.
· Excellent team building skills and experience, with the ability to inspire and lead a passionate and committed team, at all levels of the organisation, to perform to the best of their abilities.
· Experience of building positive and productive relationships with a diverse group of internal and external stakeholders including a range of funders, partners, policymakers, and media.
· Good understanding of technology and the role of effective IT systems in both an office setting and in delivering services.
· Excellent written and oral communications.
· Excellent organisational skills.
· Keen analytical skills and the ability to work under pressure.
· Demonstrable commitment to equality, diversity, and inclusion.
· Understanding of local authority structures and the third sector.
· At least 2 years managerial experience.
· Ability to travel within the local CAB area and elsewhere, as required. 

Desirable
· Experience of working with volunteers in the voluntary sector.
· Experience of working within the advice sector.
· Knowledge and understanding of the needs of Coatbridge  and surrounding area.

Additional requirements
· The post is subject to the receipt of a satisfactory basic disclosure.
· The post is subject to Criminal Convictions Declaration.
· Please provide two referees. One of your referees should be your present or most recent employer. If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job. 
· This should not be a relative or a friend. 
· Referees will not be approached unless a job offer is made.
The enclosed person specification lists the minimum requirements for this post as essential criteria. 
When shortlisting for interview, the selection panel will consider the information contained in your CV and covering letter and will assess this against the person specification. 
Candidates who meet the essential criteria are encouraged to apply, regardless of meeting the desirable criteria.
The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles. 
It is therefore important that you demonstrate how you meet the person specification. 
Paid and voluntary works are not the only experiences worth quoting. Other life experiences and skills may be just as valid.
If you are shortlisted for interview, the selection panel will ask you questions based on the person specification, which will cover the areas in more detail. 
Coatbridge CAB operates a guaranteed interview scheme for Disabled candidates.
Please indicate in your covering letter if you wish to make use of this scheme.

Closing Date for application:  12:00pm 6 March 2026
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