Debt Caseworker

	Salary: 
	Up to £29,171 per annum (depending on skills and experience)

	Hours of work:
	37 per week (full-time). Part-time hours considered.

	Location:
	A hybrid working policy is in place.

	Reporting to:
	Advice Service Manager

	Pension:
	Auto-enrolment into NEST pension scheme, requiring a 5% personal contribution and receiving a 5% contribution from the employer.

	Annual leave and other benefits:
	· 25 days plus statutory holidays, additional leave over Christmas/New Year plus additional days based on long service.
· Employee Assistance Programme (EAP)
· Access to appropriate internal and external training as part of our commitment to continued professional development.



Role purpose:
· To provide a high-quality debt advice and specialist casework service, in person and remotely.
· To support and mentor the wider team, including volunteers, to help develop their skills and expertise in debt advice.
· To be a subject matter expert on debt and money advice issues within the charity.

Key requirements of the post:
· To manage and maintain an active caseload, providing advice, advocacy and formal representation in debt and money advice matters directly to our clients.
· To ensure that the service we offer is of a high quality and complies with the Advice Quality Standard (AQS), Financial Conduct Authority (FCA) and the requirements of any other relevant body.
· To proactively offer advice and support to colleagues (paid and/or volunteers) on case strategy and progressing issues, adopting a holistic approach to advice within the charity.
· To maintain knowledge of relevant legislation, policy and procedures that impact on debt advice, including maintenance of required CPD accredited training.
· To provide debt, money advice and financial capability training to colleagues and externally, as determined by the CEO.
· To assist with research and campaigns.
· To represent our charity as appropriate at meetings and events, as agreed with the CEO.
· Assist the charity to identify potential new services, initiatives and opportunities (e.g. financial capability workshops, training and projects.)
· Undertake such other duties that are required commensurate with the role.

Person specification

Essential criteria
· Significant recent experience in debt advice.
· Hold an accredited qualification in debt advice (e.g., CertMAP) or being willing to attain accreditation.
· Effective communication skills (oral and written) with particular emphasis on negotiating, representing, producing reports and correspondence.
· Commitment to community focused advice delivery and a good understanding of the barriers faced by disadvantaged communities.
· Understanding of social trends and their implications for clients and for our charity.
· Ability to research, analyse and interpret complex information.
· Ability to plan and organise casework and meet deadlines.
· Ability to use IT effectively in the provision of an advice service and the preparation of reports and submissions.
· Understanding and commitment to the aims and principles of CIAS, and to our equality and diversity policies.

Desirable criteria
· Be a Debt Relief Order approved intermediary or be willing to qualify.
· Understanding of the Advice Quality Standard relating to debt advice and casework. 
· Experience of providing support and supervision to colleagues to aid their development.
· Experience of developing and delivering training courses.
· Experience of conducting quality and performance reviews and/or coaching activities.
· A good working knowledge of welfare benefits and charitable trust funds; and basic knowledge of services provided by the NHS and social care services.
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