Citizens Advice Bromsgrove & Redditch (CABR)
Community Advice Worker
Role description 
Salary: £27,274 - £29,070 pa  Pro Rata
Hours: 22 hrs p/w (this may include some evening and weekend work) 
Accountability:	Line managed by the Advice Manager.
Role purpose:	To operate across three communities) in Redditch; the Polish Community; The Asian Community and Woodrow. To provide advice services within those communities; working in conjunction with local partners and the public; building trust and acting as a signposting, referral and promotional asset for our services and those of our partners.
Key work areas and tasks:
Planning and development
· To support the Advice Manager in the drawing up and delivery of plans relating to improving the penetration of our services into the targeted communities identified in Redditch.
Service delivery
· To provide advice to residents in various locations, up to and including home visits
· Set up and develop opportunities; regular and one off; for provision of CABR advice in the priority communities, delivered by yourself; fellow CABR team members and partner organisations.
· To build positive relationships with partner agencies operating in the priority communities and those providing services which could be accessed by residents of these areas. 
· To liaise with organisations, communities and individuals, in terms of improving access to our advice service.
· To refer and signpost residents to support services locally and across Redditch and the County.
· To promote our services, and those provided by other partners, that could benefit residents of these areas.

Administration
· To maintain accurate and appropriate records when using all systems.
· [bookmark: _heading=h.gjdgxs]To support the Management Team in analysing available data.
· To record all data in a manner that is required in relation to funders reporting requirements.
· To develop data driven reports on geographical areas or different client groups, as requested and required.
Research & Campaigns
· To contribute to the Research & Campaigns Work of CABR when opportunities arise
Attitudes
· To be a constructive team player, contributing willingly to discussions but also recognising when organisational priorities may need to be focused elsewhere.
· To be comfortable operating remotely; building relationships and identifying bespoke and alternative solutions to challenges
· Show flexibility within their role and in the support of other areas of CABR’s work.
Other duties and responsibilities
· Promote and abide by the aims, policies, and membership requirements of the CAB service and CABR. 
· Carry out any other tasks that may be within the scope of the post to ensure the effective delivery and development of the service. 
· Attend meetings as required to promote and develop the services.

Person Specification
Essential Criteria

· Citizens Advice experience in an advice role.
· Ability to communicate effectively verbally and in writing, and analyse & interpret information.
· Ability to work positively and effectively as part of a team
· Commit to, and work within, the aims, principles and policies of the Citizens Advice service
· Demonstrate an understanding of issues affecting society and the implications of this on the client and the service.
· Ability and willingness to work by yourself in a remote setting.
· The ability to drive, a valid driving licence and access to a vehicle

Desirable Criteria

· Proven ability to build relationships and/or develop services.
· Proven ability to monitor and maintain service delivery against agreed targets.
· Use of systems and procedures, IT systems and packages, and electronic resources in the provision of advice and the preparations of reports and submission.

