CAB Adviser
Job Description

Purpose of the role

e To help provide an effective and efficient advice service to
members of the public, working within the Aims, Principles
and Policies of the CAB service.

e To help influence government and other organisations by
informing them of the effect of their actions on the lives of
clients.

Main duties and responsibilities may include:

e Interviewing clients, both face-to-face and on the telephone,
and using a range of skills, to gain a full understanding of the
clients situation and key issues, and assisting the client to set
priorities.

e Researching clients’ issues, using the Bureau’s Information
system and relevant Handbooks.

e With the assistance of a Bureau Supervisor, identify
appropriate options for client.

e Communicating and interpreting the relevant information to
the client, and exploring the options to enable the client to
make decisions.

e Acting, where necessary, on behalf of the client, to make
telephone calls, negotiating with 3™ parties, drafting or writing
letters or making appropriate referrals to other organisations.

e Agreeing action plans with the client, and follow up of any
Bureau actions.

e Completing clear and accurate case records using the
Bureau’s database.

e Recognising the root causes of problems, which need
addressing, and participating in appropriate remedial action

e Keeping up to date on important issues by attending the
ongoing Bureau training, and by essential reading.

e Attending monthly case discussion meetings and ad hoc
Bureau meetings.

People seeking advice should feel safe and be able to trust the CAB
service. Bureaux and those who work for them have a responsibility
to safeguard clients and the wider community, particularly children
and vulnerable adults, from harm and abuse of all kinds. As the
post you are interested in works closely with clients from these
groups, we may require you to have a Criminal Records Bureau



check in the future. Although a criminal record will rarely mean that
you cannot work in the CAB if you have been convicted of sexual
abuse of a child or vulnerable adults you will not be able to work in
a CAB.

Personal skills and Attributes:

A commitment to the aims and principles of the CAB service
Excellent communication skills

Being open and approachable

Ability to communicate clearly both orally and in writing
Ability to sift through complex information and extract what is
relevant

Basic mathematical skills, including percentages

Respect for views, values and cultures that are different to
their own

An understanding of why confidentiality is important

Ability to use computers on a regular basis

A positive attitude to self-development and assessment
Ability to work as part of a team

Ability to recognise their own limits and boundaries in the
role.

Ability to meet the time commitment



CAB Adviser
Training Time Commitment

Training — Generalist Advisers
Length of training: 22 weeks
Up to 10 hours per week

Tutorials Thursday 9.30am - 12.30pm

Some 9.30am - 3.00pm in weeks 10-18
Plus
One other half-day in the bureau per week to observe cases, work
on modules and find your way around the bureau.
You may need to do some work at home or come in at other times,
that is up to you and the way you usually study.

Attendance at a four day course run by the National Association of
Citizens Advice Bureau in month 5 of training. The course is run
over 2 weeks, 2 days the first week, and 2 days in the second week.
The course is compulsory but you would have over three months
notice.

Advising

One full day, 9.40am - 4.15pm, each week or two half days, mid
point 1.00pm.

a

lus

Training sessions 9.30am - 12 noon on the second and fourth
Wednesday of each month.

a

lus

Occasional full training days on specific topics, run by Citizens
Advice

All out of pocket expenses, travel, parking and childcare at up to £3
an hour are paid.

We ask that advisers, once trained, plan to stay with the
Bureau for two years advising on rota.



