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  Spitfire Advice & Support Services Ltd
Job Description & Person Specification
	Job title:


	Money Advice  Case Worker 

	Salary:
	£23,000 - £25,000 dependent on experience


	Hours:


	35 hours per week (must be available to work unsociable hours if required).


	Pension:


	1% employers contribution (auto enrolment)

	Annual leave:


	27 days per annum + statutory Bank Holidays

	Tenure:


	Permanent & ongoing subject to funding

	Based at:
	Spitfire Services, Spitfire House, High St, Castle Vale, B35 7PR & other locations in Birmingham. 

	Responsible to:
	Head of Advice Service


	Responsible for:
	No line management responsibility 


	Role Purpose:


	The Money Advice Case Worker will support residents who access the service at the main office and outreach venues through- out Birmingham.
The Post holder will assist the Service in carrying out the following:

· The provision of specialist level debt & benefits advice. 
· The support and supervision of trainees and volunteers if    required.



Background information:  
Spitfire Advice & Support Services Ltd (formerly Castle Vale Tenants and Residents Alliance) is a resident led not-for-profit organisation that exists to provide help, information and support for residents of the most excluded communities predominately in the North & North East of Birmingham however, some venues are throughout Birmingham.

Since 1995 we have been working with communities that sit on the margins of society and are socially isolated for a number of reasons. We are funded from a variety of sources, these include: Birmingham City Council; Castle Vale Community Housing Association; Castle Vale Endowment Trust Fund; the Big Lottery and Seven Trent Trust Fund and other corporate funders. This funding enables the delivery of a number of projects that support residents; these include our Money Advice and Financial inclusion programmes and our supporting people into employment programme

The Money Advice Caseworker will support residents who are affected by welfare reforms and have complex welfare benefits and debt issues.  Extensive experience of Legal Services Commission casework in the context of the Advice Quality Standard will be required as will experience of working in a target driven environment.  However, understanding that people are our priority will remain a key focus at all times.
Key accountabilities/job purpose:
1. Service delivery:
Responsible for Money Advice casework (benefit and debt) as part of the Money Advice team in Castle Vale and the wider Birmingham area to include: 
1.  The delivery of the core Money Advice Service (Benefit and Debt casework and advice) on a one to one basis with clients.
2.  The provision of advocacy and court representation as and when needed by users of the

 service mainly County Court representation and Tribunal advocacy and representation.

3.  To support, with other team members, the development and delivery of the service on        an outreach basis both in Castle Vale and Birmingham to ensure that we meet all our contractual obligations.

4.  Working unsociable hours as and when required to meet the needs of our clients.
5.  To assist the Head of Service in the collection and compilation of relevant data for      monitoring purposes in line with AQS standards and to ensure contract compliance.
6.  The maintenance of client records and other data ensuring that they are up to date and   accurate.
7. To support and train volunteers and where required trainee case workers.

8.  The promotion of the service or a specific project through one to one engagement with clients and supporting the delivery of the out of hour’s money advice service.  

9.  The support of the delivery of Money Advice sessions via trained volunteers.
10.  To deliver training in Welfare Benefits and Financial Capability.
11. To identify and act on social policy issues

12. To attend meetings on behalf of Spitfire Services as required

13. To communicate Welfare Reform and other Welfare Benefit changes to our staff and partner organisations as required.
14.  Carrying out other work as required by the Head of Service in support of the                      delivery of the service.  

15.  The implementation and maintenance of the systems and procedures.
2 Policies and procedures 

1. All staff are expected to work co-operatively with colleagues including offering support 
and advice and contributing to the development, induction and training of staff and volunteers.

2. All staff are expected to work with a view to achieving best value in all areas of work.

3. To work at all times in accordance with, and to assist in the development and implementation of policies and procedures appropriate to Spitfire Services and its Board Members 

4. To work at all times with due consideration to the Health and Safety of self and others in accordance with our Health and Safety Policies.

5. To work at all times in line with our commitment to diversity and equality of opportunity for staff, volunteers and service users.  

6. Responsible for maintaining confidentiality concerning all information relating to staff, volunteers, service users and funders.
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Other:

1. To undertake training and attend team and other meetings as required.
2. To demonstrate a commitment to the aims, objectives and work of Spitfire Services.

3. To carry out any other duties commensurate with the post as required by Spitfire Services.
4.  Weekend and evening work as required by the post. 
Person specification

ESSENTIAL

1 Experience applicants should be able to demonstrate:

a) Experience of advice and advocacy in relation to Money Advice, Welfare Benefits and debt issues.
b) Experience of delivering money, welfare benefits and debt advice in a community setting.   

c) Experience of the recruitment and training of volunteers to support front line advice services.

d) Solid knowledge of the law in relation to Money Advice, Welfare Benefits and Debt
2 Specialist knowledge:

a) Hands on experience of delivering Money, Welfare Benefits and Debt Advice.
b) Demonstrable knowledge of the Law in relation to Welfare Benefits. 


c) Knowledge of tribunal procedures.
d)  Knowledge of County Court Procedures and Representation 
e)  Experience of work in a CAB or similar environment 

3 Education/Training and Qualifications:

a) Educated to degree or equivalent / MIMA Cert

b) Proven IT skills including MS Office - Excel, Word, PowerPoint, Outlook, Access
c) Qualification in advice or advocacy
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Communication/interpersonal skills:

a) Excellent communication skills, including written, verbal and listening skills with ability to communicate with a range of audiences, professionals and colleagues and must demonstrate a confident manor in all mediums.  
b) Proven organisational skills including a systematic approach to work, an ability to use own initiative, prioritise, work under pressure and to meet deadlines.

c) Ability to work sensitively with a willingness to be pro-active and work flexibly and creatively with colleagues and as part of a team. 

d) An understanding of the importance of and the ability to establish good working relationships with professionals, colleagues and funders.
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Equality and diversity:

a) A high level of awareness, understanding and commitment to the principles of good practice in relation to equality and diversity.

DESIRABLE

1 General:
a) An awareness of the work of Spitfire Services or similar organisation
b) Familiarity with using a computer database 
c) Experience of delivering Debt & Benefit training would be an advantage

d) Experience of either working with volunteers or in the voluntary sector

e) Experience of Advice and Advocacy work in a similar setting.
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