EASTERHOUSE  CITIZENS ADVICE BUREAU

ADVICE SESSION SUPERVISOR

The Advice Session Supervisor is responsible to the Assistant Manager.    The main aims of the post are to provide support and supervision to volunteer advisers, and to monitor casework.    Specific requirements being:

· To provide support for volunteer workers by being available for consultation on advice work

· To monitor casework on a daily basis in line with bureau procedures
MAIN DUTIES AND RESPONSIBILITES

Service Delivery

· To supervise the work of volunteer advice staff to ensure that the service meets Citizens Advice Scotland and the bureau standards 

· To be available for advisers on advice sessions for consultation  

· To monitor casework, and the quality of advice given to clients

· Ensure that appropriate systems are maintained for case recording, statistics, follow-up work and quality control

· Undertake advice work as and when required including outreach services when necessary.

Staff Supervision
· To encourage good teamwork and lines of communication between all members of voluntary advice staff

Training and Development

· To identify own training and development needs

· In conjunction with the Assistant Manager, identify the training and development needs of volunteer advisers through support and supervision

Public Relations and Liaison

· To assist the Bureau Manager to create an awareness within the community of the services provided by Easterhouse Citizens Advice Bureau.

· To assist in the planning and development of accessible advice provision through office based advice services, outreach and telephone services, and home visits

· To liaise with relevant external agencies and by good public relations practice to promote confidence in the service.

· To contribute to and participate where appropriate in the activities of the Scottish Association of Citizens Advice Bureaux - Citizens Advice Scotland.

Other duties and responsibilities

· Carry out any other related task as required by the Assistant Manager or Manager to ensure the effective provision of advice services

· Abide by the Health and Safety guidelines and share responsibility for own safety and that of colleagues

Person Specification


The following skills are essential for the post:

· an understanding and empathy with the aims and objectives of the CAB service.

· the ability to work on one's own initiative and an ability to prioritise own work and the work of others

· the ability to provide support and supervision to volunteer advisers 

· the ability to analyse and interpret complex information

· effective written and verbal communication skills

· numeracy skills required to check benefit calculations

· the ability to motivate others and work in a team setting

· experience in advice giving 
· current and sound knowledge of welfare rights and money advice
· the ability to use IT in the provision of an advice service
The following skills are desirable:

· experience in training/tutoring/teaching/coaching

                   previous experience in staff supervision
