
Money Advice caseworker

Role purpose

The Money Advice Caseworker’s role is to provide an effective and efficient specialist advice and casework service on debt and money management within the aims, policies and principals of Citizens Advice.  This includes providing direct support to the residents of Surrey Heath with managing their debts and supporting our Advisers with specialist debt advice

Context of role

Working closely with our Independent Living Advisor, Wellbeing Advisor and volunteer Advisors, you will take referrals to assist clients in managing debt and improving their financial capability and resilience. Based at our office in Camberley, you will also be expected to provide occasional advice and support at various outreach locations across the borough and home visits to those who are housebound and unable to access our services. 
 
Key duties and responsibilities 

Casework

· Provide casework covering the full range of debt and money advice by face-to- face, telephone and electronic media as appropriate.
· Ensure income maximisation for client through the take up of appropriate welfare benefits and the application for grants where appropriate. 
· Act for the client where necessary, drafting letters, budgets and financial statements and carrying out any calculations as appropriate.
· Make home/outreach visits as necessary. 
· Provide advice and assistance to other staff and volunteers in the delivery of our money advice services.
· Help clients prepare and present cases to the appropriate statutory bodies, tribunals and courts when required. 
· Help clients improve their financial capability and understanding of money management good practice.
· Assist clients with other related problems where they are an integral part of their case and refer to other advisers or specialist agencies.
· Ensure that all casework conforms to the bureau's systems and procedures and Quality Mark requirements. 
· Maintain clear and concise electronic and paper case records for the purpose of continuity of casework, information retrieval, statistical monitoring and report preparation. 
· Prepare reports for the CEO and Trustee Board as requested.

Research and campaigns

· Assist with research and campaigns work by providing information about clients' circumstances. 
· Provide statistical information on the number of clients and nature of cases and provide regular reports to bureau management. 
· Monitor service provision to ensure that it reaches the widest possible client group. 
· Alert other staff to local and national issues. 

Professional development

· Keep up to date with legislation, case law, policies and procedures relating to money advice, including Universal Credit, and undertake appropriate training.
· Read relevant publications. 
· Attend relevant internal and external meetings as agreed with the line manager. 
· Prepare for and attend supervision sessions/team meetings/management team meetings as required. 
· Assist with initiatives for the improvement of services. 

Administration

· Maintain local information systems. 
· Use IT for statistical recording, record keeping and document production. 
· Maintain reference material and local information systems. 
· Ensure that all work conforms to the LCA’s administrative policies and procedures.

Public relations

· Develop and maintain  a close liaison with statutory and non-statutory organisations and represent the Service to outside bodies as appropriate. 

Other duties and responsibilities

· Carry out any other tasks that may be within the scope of the post to ensure the effective delivery and development of the service. 
· Demonstrate commitment to the aims and policies of the Citizens Advice service. 
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues. 
· 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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· A minimum of one year’s casework experience managing a money/debt advice caseload.
· Able to demonstrate a sound understanding of, and competencies in, the processes involved in dealing with debt and money advice cases and financial capability support.
· Demonstrable generalist advice work competencies.
· The ability to communicate effectively and sensitively with clients and other parties, demonstrating excellent negotiation skills.
· The ability to liaise professionally with creditors, statutory agencies and other voluntary sector agencies.
· Effective writing skills with an emphasis on preparing clear and concise reviews, reports and correspondence. 
· An ordered approach to casework and an ability and willingness to follow and develop agreed procedures. 
· An understanding of the issues involved in interviewing vulnerable clients. 
· Good numeracy skills with the ability to carry out efficient calculations and prepare budgets for clients. 
· The ability to prioritise tasks, to identify and work to deadlines and to manage time effectively under own initiative.
· An understanding of the need for confidentiality and a non-judgmental approach to advice provision. 
· Ability to use IT in the provision of advice and the preparation of reports and submissions. 
· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively. 
· An understanding and commitment to work within the Aims and Principles of the Citizens Advice service and its Equal Opportunities policies. 
· The ability to travel to outreach sessions and home visits where appropriate.
