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MONEY MATTERS JOB SPECIFICATION PACK

MONEY ADVICE CENTRE
WORKING WEEK
THREE-DAY
WEEKEND
EVERY WEEK

Helping People Build Financial Confidence,
Stability and Opportunity

For more than 36 years, Money Matters has been
helping people overcome financial hardship,
maximise income and improve financial wellbeing.

Join a professional, supportive and values-driven
organisation where your work will make a real
difference to individuals, families and communities.

SALARY HOURS LOCATION
Up to £31,930 32 Hours Glasgow &
per annum Per Week Surrounding Areas

Money Matters
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YOUR OPPORTUNITY

At Money Matters, we believe everyone deserves
financial security, dignity and access to high-quality
advice when they need it most.

We're looking for an experienced and motivated Debt
Adviser to join our team and provide practical, person-
centred support to individuals and families experiencing
financial hardship.

You will play a vital role in helping clients address debt
problems, maximise income, improve financial wellbeing
and build a more secure future.

This is an opportunity to make a genuine difference
while benefiting from a four-day working week and one
of the most generous leave packages in the sector.

ABOUT THE ROLE

As a Debt Adviser, you will provide specialist debt
advice and support to clients facing a range of
financial challenges.

Your role will include:

Providing deb advice and casework

Supporting clients to access appropriate debt solutions
Negoliating with crecitors and debt collction agencies

Maximising household income through welfare
benefits and other financial support

Supporting budgeting and financial capability
Undertaking benefit entitlement checks

Managing a varied caseload and maintaining
accurate records

QO 000 Q000

Working collaboratively with colleagues and
partner organisations

Money Matters
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WHY JOIN US?

FOUR-DAY WORKING WEEK
Work four days and enjoy a
three-day weekend every week.

THREE-DAY WEEKEND
EVERY WEEK

More time for you, every week.

EIGHT WEEKS ANNUAL LEAVE
Including public holidays.

UP TO NINE WEEKS WITH SERVICE

We reward loyalty and recognise
your commitment.

SALARY UP TO £31,930
Competitive pay for the work
that you do.

EMPLOYER PENSION SCHEME
We'll help you plan for your future.

EMPLOYEE ASSISTANCE PROGRAMME

Confidential support for you
and your family.

ONGOING PROFESSIONAL
DEVELOPMENT

We invest in your leaming
and development.

COLLEAGUES
Join a friendly, professional and
values-driven team.
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'KEY RESPONSIBILITIES

As a Debt Adviser, you will provide specialist debt advice and practical support to
help individuals and families overcome financial difficulties and achieve a more
secure future.

®  Provide specialist debt advice and practical solutions tailored

DEBT ADVICE to each client's circumstances.

® Assess clients’ financial situation and identify sustainable
A N D CAS Ewo RK options to address debt problems.

® Support clients through a range of debt solutions.

® Negotiate with creditors, lenders and debt collection

CREDITOR agencies on behalf of clients.

o Agree affordable repayment arrangements and seek
NEGOTIATION suspensions or reductions where appropriate.

®  Advocate for clients and help reduce the impact of debt.

® Check benefit entitlement and support clients to make

accurate and successful claims.
|N ME Identify tts, di d othe of fi ial
® Identify grants, discounts and other sources of financial
MAXIMISATION support.

® Help clients maximise their household income.

© Support clients to create realistic budgets and manage

BUDGETING AND N ey

®  Provide information, advice and guidance to build clients’
FINANCIAL CAPAB"JTY financial capability and confidence.

@ Signpost to additional support and resources where needed.

© Manage a varied and often complex caseload.

c ASE M AN AGEMENT ® Maintain accurate, up-to-date records and case notes.

®  Ensure compliance with organisational policies, procedures
AND ADMINISTRATION and quality standards.
® Contribute to monitoring, reporting and service
development activities.

©  Work collaboratively with colleagues, partner organisations

PARTNERSHIP and referral agencies.

© Share information and best practice to achieve the best
WORKING By
© Promote positive joint working to improve services and
support.

Your advice and support will help people take control of their finances,
reduce debt and build a brighter, more secure future.

Money Matters
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PERSON SPECIFICATION

Below outlines the essential and preferred criteria
for the role of Debt Adviser.

ESSENTIAL &9 PREFERRED

° Experience providing debt advice, money advice °
or welfare rights advice. |

Experience using AdvicePro or similar case

management systems.

Good knowledge of debt solutions and debt
management options available in Scotland.

@  Understanding of the Scottish National

Experience supporting clients with debt problems o S

and financial difficulties.

Experience negotiating with creditors and
e T e e @  Experience working within the advice sector

or third sector.

Experience supporting income maximisation
and benefit applications.

Knowledge of Universal Credit and other @  Knowledge of fuel poverty, energy advice or
social security benefits. wider financial wellbeing issues.

Experience providing budgeting and financial
(copebiitysupport, @  Driving licence and access to transport.
Excellent communication and interpersonal )

skills. |

\ OTHER REQUIREMENTS

- R — Commitment to the aims and values
Abilty to manage a varied caseload and of Money Matters.
prioritise workload effectively.

Strong organisational and case management
skills.

@  Commitment to continuous professional
development.

Good IT and digital skills.

000 00000 0 o

Commitment to equality, inclusion and | @  Flexible approach to service delivery.
excellent client care. =

PVG Disclosure essential for this position.

Applications will be shortlisted against the essential and preferred criteria
outlined within this Job Specification Pack.

Money Matters
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HOW TO APPLY

Please submit your CV to:

Please ensure your CV clearly demonstrates all relevant
experience, skills and knowledge relating to the role.

Applicants may be required to complete an assessment
questionnaire as part of the recruitment process.

=
FIND OUT MORE ‘
If you would like an informal discussion
about the role, please contact us via:
recruitment@moneymattersweb.co.uk

_ p

READY TO APPLY?

The Recruitment Team

Money Matters Money Advice Centre
Orkney Street Enterprise Centre

18-20 Orkney Street

Glasgow G51 2BX

We look forward to hearing from you
and welcoming the right person to our team.

Money Matters
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KEY DATES

CLOSING DATE
Friday 26 June 2026

INTERVIEWS

Commencing
Monday 29 June 2026

START DATE

As soon as possible

IMPORTANT INFORMATION

Please ensure your CV clearly demonstrates
all relevant experience, skills and knowledge
relating to the role.

Applications will be shortiisted against the
essential and preferred criteria outlined
within this Job Specification Pack.

ACCESS & SUPPORT
If you reqire this information in an

alternative format, or need any
adjustments during the recruitment
process, please let us know and we
wil be happy to help.





