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This pack contains the following information:

· Job details

· The application process

· Information about Citizens Advice Edinburgh

· Job Description

· Person Specification

Job details

Job title
Senior Money Worker
Reporting to 
Advice Services Co-ordinator/Money Projects Manager
Location
58 Dundas Street, 8A Bath Street, 166 Gt Junction Street
Employer
Citizens Advice Edinburgh, 58 Dundas Street, Edinburgh, 

EH3 6QZ
Salary

£25,112 per annum pro rata (£12,556)

Term

Fixed term initially to 30 September 2012 



(extension anticipated with funding award)
Hours

17.5 hours per week, 2.5 days 
The application process

Application deadline:
Friday 3rd February 2012 (12 noon)

Interview date:

Wednesday 8th February 2012 
Interview location:

58 Dundas Street, Edinburgh, EH3 6QZ

Interview format:

50 minute interview

Please email completed application forms to hr@caed.org.uk, alternatively by post marked ‘Private and Confidential’ to:

Colin Gray

HR Manager

58 Dundas Street

Edinburgh

EH3 6QZ
About Citizens Advice Edinburgh
The Citizens Advice Service was first established in Edinburgh in 1939. 
Over the years it has grown to deliver services from 5 main Bureaux (Dundas Street, Gorgie/Dalry, Leith, Pilton and Portobello) and 15 project/outreach locations across the capital.
In 2007 the separate Bureaux merged to form Citizens Advice Edinburgh (CAE). 
Through a small team of core and project staff and over 200 highly trained and committed volunteers, CAE provides a free, confidential, independent and impartial service to the citizens of Edinburgh on a wide range of issues including:

· Debt and money

· Welfare Rights

· Consumer issues

· Immigration 

· Employment and workforce problems 

· Housing

· Relationship and family issues

· Discrimination

· Health services

· Legal rights & responsibilities

The charity is a trusted and well respected organisation. It enjoys high levels of client satisfaction and the excellence of its training programme is widely recognised. Its volunteer workforce and paid staff are fully committed and strive, with limited resources, to provide the advice sought by thousands of clients each year.

For a full overview of all our services and current work, please visit our website at: www.caed.org.uk
Job description
Summary of Role 

The Senior Money Worker will help deliver a comprehensive money advice service to clients with debt problems. 
The Senior Money Worker will, through an active specialist case load at our Dundas Street office, provide money advice to our clients. The role will also provide procedural, technical and development support to volunteer and paid money workers across our bureaux. 
The role is to:
· Ensure all bureau clients receive a quality service through the provision of specialist money advice casework

· Support and supervise volunteers dealing with clients with money issues and provide support for complex debt cases in our Dundas Street office
· Check all level one and level two debt cases in our Dundas Street office and check level two cases for caseworkers in other offices
· Ensure consistency of approach and practice in all CAE offices relating to money advice

1. 
Support of Volunteers and Specialists
· Provide volunteer support, supervision, input to appraisal and development

· Ensure the resources for money advice are managed effectively across all offices
2. 
Advice Services
· Provide money advice through an active specialist caseload
· Ensure that accurate information and advice is given

· Monitor money advice casework and feedback on any deficiencies as soon as practical
· Ensure that accurate, legible and comprehensive case records are kept

· Ensure quality of advice by monitoring client records and identifying adviser training and/or support needs

· Ensure that the service to clients is provided in line with CAE’s equality policies

3. 
Representing CAE
· Represent CAE in local networks as and when required
4. 
Audit and Quality Assurance
· Case checking all level one and level two debt cases
· Assist in audit processes and preparing reports as required
· Implement a quality control system for the monitoring of service provided to clients

5. 
Administration
· Maintain effective office administrative systems and procedures to ensure the smooth operation of the money advice service
· Ensure that money advice is included in local social policy work as required
6. 
Other duties

· Keep abreast of the latest developments in the advice sector and advise management of any development needs
Any other reasonable tasks as requested by the Senior Management Team

Person Specification

Essential criteria

· Strong 1-2-1 interpersonal skills  
· Experience of volunteer or staff management and support   
· Expert knowledge of advice-giving in the key area of debt and money advice
· Knowledge of money advice standards and procedures 
· Experience in provision of a service to clients
· Ability to work under pressure with limited resources 
· Ability to maintain strict confidentiality
· Excellent communication and IT skills

· A strong commitment to team working

· Demonstrable planning and organisational skills 

Desirable Criteria 
· Experience and understanding of the voluntary sector

· Demonstrable commitment to helping volunteers achieve their potential

· Experience of contributing to organisational change and development
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