	Job Title:
	Energy Adviser

	Salary:
	£21,921 

	Location:
	County Durham - Countywide 

	Role purpose:
	The purpose of the role is both to provide confidential and impartial advice through a range of channels (office based, home visits and/or over the phone) to local residents who are in fuel poverty or are in risk of being in fuel poverty on energy related issues and to reach out into communities to help the people who are most in need by creating a network of referral agencies and by completing short, informative one to one or group energy related advice sessions in an outreach setting.

	
	Key Duties 

	
	· Provide energy related advice to a targeted number of clients in different settings (Local Citizen Advice based offices, home visits, over the phone and outreach) both on a one to one and group basis using sensitive listening and questioning skills in order to allow clients to explain their problem(s) and empower them to set their own priorities.

	
	· Identify organisations who support clients in hard to reach areas and establish good working relationships in order to reach customers who would benefit from this intervention, but would not routinely seek support from Citizens Advice. 

	
	· Establish a Network of local community referral agencies.

	
	· Interpret and communicate relevant information using internal systems within Citizens Advice County Durham 

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

	
	· Refer internally or to other specialist agencies as appropriate.

	
	· Work collaboratively with the CACD Energy Team to ensure that client’s needs are met. 

	
	· Work collaboratively with the North East BESN Regional Leads, attending group  meetings and networking events as required 

	
	· 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 research and campaigns work by providing information about clients' circumstances through the appropriate channel. 

	
	· Alert clients to research and campaigns options

	
	· Keep up to date with legislation, policies and procedures and undertake appropriate training relevant to the role. 

	
	· Attend relevant internal and external meetings as agreed with the line manager. 

	
	· Prepare for and attend supervision sessions/team meetings/staff meetings as appropriate. 

	
	· Use IT for statistical recording of information relating to research and campaigns and funding requirements, record keeping and document production. Ensure IT information assurance training is completed on an annual basis. 

	
	· Carry out any other tasks that may be within the scope of the post to ensure the effective delivery and development of the service. 
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	Person Specification
Please answer all points of this within your application form to be considered for this role.

	
	Essential 
	Desirable 

	Qualifications

	· City & Guilds Energy Advice qualification Level 3 or the ability to work toward successful completion.
	· Citizens Advice Generalist Certificate or working towards and/or Training qualification Level 2 or above or working towards

	Experience
	· A proven track record of providing Advice through multiple channels with the ability to hit organisational targets.
	

	Skills 
	· Proven ability to establish a Network to promote the project, gain referrals and to identify and share best-practice
· Effective written and oral communication skills with particular emphasis on negotiating and proficient IT skills.
· Proven track record of researching, analysing and interpreting complex information and produce and present clear reports verbally and in writing.
· Proven ability to engage with clients on an individual and group basis
· A willingness to undertake additional training subject to project requirements
· Ability to commit to and work with the aims, principles and policies of the Citizens Advice service
· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively. 
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