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Application Process

The closing date for completed applications is midnight on 31 December 2018.
Interviews will be held on w/c Monday 7 January 2019.

It is not mandatory to complete the equalities and diversity monitoring form. This information is requested for monitoring purposes only in line with Citizens Advice LeicesterShire’s commitment to equality and diversity.

Please email your completed application to:-
jo.thomas@citizensadviceleicestershire.org

If you are unable to make an electronic application, please submit by post, marked Confidential to:-
Jo Thomas
Citizens Advice LeicesterShire
Clarence House
46 Humberstone Gate
Leicester
LE1 3PJ

Please submit your application before the closing date and time.




About Citizens Advice 
Aims and Principles of the Citizens Advice Service

The service aims:

· To provide the advice people need for the problems they face
· To improve the policies and practices that affect people’s lives

We provide free, independent, confidential and impartial advice to everyone on their rights and responsibilities. It values diversity, promotes equality and challenges discrimination.

About Citizens Advice LeicesterShire

Citizens Advice LeicesterShire is a registered charity providing advice services in Leicestershire and Leicester City. We have been operating in our current form for seven years following a merger of several local Citizens Advice between 2010 - 12. 

In 2016/2017 we handled almost 70,000 enquiries on a wide range of subjects including debt, housing and homelessness, family problems and employment issues. Debt and welfare benefits accounted for the majority of all enquiries.

Our service makes a real contribution to the most deprived individuals and communities and we make a real difference to people’s lives. 

We support local economies by maximising people income and increase
 the circulation of money in the local area by helping people claim benefits they are entitled to.

Citizens Advice LeicesterShire works in partnership with local service providers in the voluntary and statutory sectors and provides outreach advice services within the community targeting our service towards people most likely to be socially excluded.
The organisation has a Trustee Board who are responsibility for setting the strategy and budget for the organisation.

Day to day responsibility for the running of the organisation is with the Chief Executive together with a management team.

We employ specialists in the fields of money advice, & welfare benefits and are establishing a research and campaigns team who will work in the local branches.
Currently we have 55 paid staff and 230 volunteers across seven main branches as well as outreach locations.

We need to diversity our funding streams and seek out new opportunities to help the service develop and meet the needs of our clients. 

This is a challenging and exciting new opportunity to join a successful forward thinking local Charity and to be part of a professional team of both staff and volunteers. 



Citizens Advice LeicesterShire
Personal Budgeting Support Adviser

   Job description

    Salary:   £18,870 pro rata per annum
    Hours:    18.5 hours per week
    Responsible to:  Training Supervisor
    Contract: Fixed term to 30 September 2019	
   
  Role purpose: To provide Personal Budgeting Support to claimants of Universal Credit who are resident in Leicester City. 

[bookmark: _gjdgxs]Key work areas and tasks:
[bookmark: _gm5nes7n1c0x]
To engage clients both face to face and over the phone,  to be able to carry out the following tasks themselves:

· Working out monthly incomings and outgoings
· How to recognise priority bills
· Identify and cutting back on non essentials
· Completing and maintaining a budgeting plan
· Having a transactional bank account
· Set up direct debits 
· Doing energy checks

This will be done through demonstrating and teaching clients within a maximum 2 hour session.

Assess relevant amount of help client requires within Personal Budgeting scope

Identify any emergency assistance the client needs and appropriately refer client for further help to other services, both internal and external.

Keep  appropriate spreadsheets and paperwork up to date

Send in weekly reports to Manager via google forms

Record client contacts and case notes accurately on our case recording system

Be able to liaise with JCP managers and staff

Be able to manage own  diary and referral system, working with the rest of the Budgeting support team 

 
Professional Development

· Keep up to date with processes and procedures and undertake appropriate training particularly in relation to Budgeting Support and Financial capability 

· Attend relevant internal and external meetings as agreed with your Manager

[bookmark: _o3u6mpwlslf0]

		






Citizens Advice LeicesterShire
Personal Budgeting Support Adviser
 Person Specification
	Criteria
	Essential

1. Good knowledge of Budgeting and working with money
2. Good basic  knowledge of the benefits system 
3. Ability to work proactively and flexibly within a team and work on own initiative setting personal targets
4. Ability to plan, prioritise own work, meet deadlines and targets
5. Ability to monitor and maintain own standards
6. Good interpersonal skills
7. Excellent organisational skills
8. Ability to work under pressure
9. Ability to listen, especially to those who may be highly stressed                                   
10. Understand the issues involved in dealing with vulnerable clients
11. Numeracy skills required to understand statistics and check calculations
12. Understand and empathise with the aims and principles of the Citizens Advice LeicesterShire’s service and its various policies


	
	Desirable

1. Experience of working with vulnerable clients    	
2. Good working knowledge of Google Docs







Application Form Guidance Notes

Please complete your application and return it preferably by e-mail (as a Word document) no later than the closing date referred to in the advert.  If you return your application via e-mail there is no requirement to send a hard copy in the post.  You can alternatively post a copy to the address given.

CVs will not be accepted as a substitute for the application form.

The application form plays a key part in our recruitment and selection process.  We use the information you provide about your skills, experience, career and education history to decide whether or not to invite you for an interview.  It is important that you complete the application form as fully and accurately as possible, ensuring that you give specific examples which demonstrate how you meet the essential and desirable criteria for the role for which you are applying.

Disability

Please let us know if you require any adjustments to be made to the application process or would like to provide any information you wish us to take into account when we are considering your application.  If you are selected for interview, we will ask you to let us know if you have any access needs or may require reasonable adjustments to the interview or assessment (if applicable) at that stage.   Please be assured that we will be supportive in discussing reasonable adjustments with you at any stage of the recruitment and selection process.

Entitlement to work in the UK

A job offer will be subject to confirmation that you are permitted to work in the UK in accordance with the provisions of the Asylum and Immigration Act 1996. You will be asked to provide evidence of your entitlement to work in the UK if you are successful and an offer of employment is made.

Please note that Citizens Advice LeicesterShire does not hold a sponsor licence and, therefore, cannot issue certificates of sponsorship under the points-based system.

Diversity Monitoring

Citizens Advice LeicesterShire values diversity and promotes equality.  We encourage and welcome applications from suitably skilled candidates from all backgrounds.  

Monitoring recruitment and selection procedures is one way of helping us to ensure that there is no unfair discrimination in the way that we recruit people. To do this we need to know about the diversity profile of people who apply for posts at Citizens Advice LeicesterShire.  This information is given in confidence for monitoring purposes only and is not seen by anyone responsible for making recruitment decisions.  

However, if you would prefer not to answer any of the questions we ask, please leave them blank.

Information, experience, knowledge, skills and abilities

This is a key section of the application form which allows you to provide evidence of your experience, knowledge, skills and abilities that are relevant to the role as described in the role profile.  Selection is based on an assessment of the evidence you provide against the requirements of the role as set out in the person specification.  

It is important that you tailor your response to clearly demonstrate how you meet each requirement. No assumptions will be made about your achievements and abilities.  
Please provide one example for each requirement.  You should choose examples of past experience that clearly demonstrate what we are looking for, and be precise about what you did, how you did it and the outcome or result of your actions.   Please try to limit your response to each criterion to a maximum of 200 words.  

A useful guide might be S.T.A.R:

Specific – give a specific example
Task – briefly describe the task/objective/problem
Action – tell us what you did
Results – describe what results were achieved

Please provide recent work examples wherever possible.  However, do remember that relevant examples from other aspects of your life, for example: voluntary or unpaid work, school or college work, family or home responsibilities, can also be given.

Shortlisting outcomes

Shortlisted applicants will be invited for an interview.  Some positions may require additional assessments (practical task/test or assessment centre).  If this is the case, further details will be provided if you are shortlisted.

References

All job offers are subject to the receipt of two satisfactory references:  One should be from your current or most recent employer or line manager (if you are employed through an agency), or your course tutor if you have just left full time education.  The other should be someone who knows you in a work related, voluntary or academic capacity.  Both referees should be able to comment on your suitability for the role. References will only be taken up for successful candidates following interview.

Criminal convictions 

Anyone who applies to work within Citizens Advice LeicesterShire will be asked to disclose details of unspent convictions during the recruitment process.   

Having a criminal record will not necessarily bar you from working for Citizens Advice LeicesterShire – much will depend on the type of job you have applied for and the background and circumstances of your offence.   However, we are not able to employ anyone with a conviction for a sexual offence against a child or vulnerable adult, regardless of when the offence took place.  All other convictions will be considered on an individual basis. 

Criminal Records Bureau Disclosures are only requested where proportionate and relevant to the post concerned.  If the post for which you are applying for requires a CRB Disclosure, this will be noted in the application pack.  
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