	Job Title:
	One Point Advice Worker

	Salary:
	CACD Grade 4a £21,544

	Location:
	County Durham – Countywide

	Role purpose:
	To provide advice to clients & their families who are referred to the service by One Point Centre staff.

This role will involve extensive travel across County Durham, visiting One Point Centres & attending meetings within One Point Centres to promote and encourage referrals from One Point Centre Staff.  Build strong working relationships with staff at One Point Centres across County Durham. Provide advice to clients and their families on referral from One Point Centre staff.

	
	Key Duties

	
	· Develop links with relevant statutory and non-statutory agencies relevant to the role. 

	
	· Use influencing skills to promote the service and foster good relationships with external organisations.

	
	· Interview clients using sensitive listening and questioning skills in order to allow clients to explain their problem(s) and empower them to set their own priorities.

	
	· Research and explore options and implications so that clients can make informed decisions.

	
	· Act for the client where necessary by negotiating, drafting letters and telephoning.

	
	· Refer internally or to other specialist agencies as appropriate.

	
	· Ensure that all work conforms to the organisations office manual and the Citizens Advice quality standard / Legal Services Commission's Quality Mark / other funding requirements, as appropriate.

	
	· Ensure that work reflects and supports the Citizens Advice services equality and diversity strategy.

	
	· Maintain detailed case records for the purpose of continuity of casework, information retrieval, statistical monitoring and report preparation.
· Assist with social policy work by providing information about clients' circumstance and statistics on the number of clients and nature of cases and provide regular reports to CACD leadership team.

	
	· Monitor service provision to ensure that it reaches the widest possible client group


[image: ]One Point Advice Worker
Job Description and Person Specification
[image: ]

One Point Advice Worker
Job Description and Person Specification




	[bookmark: _GoBack]Person Specification
Please answer all points of this within your application form to be considered for this role.

	
	Essential 
	Desirable 

	Experience
	· Recent and ongoing experience of delivering generalist benefits advice in a Citizens Advice or similar agency.
· A commitment to continuous professional development, including a willingness to develop knowledge and skills in advice topics and ability to monitor and maintain own standards
	· Successful Completion of or working towards the generalist advice certificate

	Skills 
	· Proven ability to interview and empower clients, whilst maintaining structure and control of meetings.
· Ability to use influencing skills to promote the service and foster good relationships with external organisations, which will develop links with relevant statutory and non-statutory agencies relevant to the role.
· Effective written and oral communication skills with particular emphasis on negotiating along with producing and presenting clear reports.
· Ability to commit to and work with the aims, principles and policies of the Citizens Advice service and a good up to date understanding of equality and diversity and its application to the provision of advice.
· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively.
· Ability to use IT systems and packages, and electronic resources in the provision of advice, record keeping and document production
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