Citizens Advice Hull and East Riding 
Generalist Advice Service Manager
Person Specification
Essential Criteria:
1. A good understanding of the communities supported by CAH&ER, trends and challenges in the provision of advice (both local and national).
2. Relevant experience of management of people (paid and/or volunteers) including knowledge of recruitment, team and staff development, performance management and motivation. 
3. Experience of delivering and/or managing advice services that meet the  needs of communities,  and  contractual requirements, including managing change.
4. Experience of developing and implementing quality assurance systems, policies and procedures and ensuring a team works effectively to those standards.  
5. Ability to meet the organisation’s competence requirements for an advice supervisor level (or equivalent), with the experience to provide professional guidance to Advisers and ensure professional quality assurance. 

6. The ability to analyse and interpret complex information, find innovative solutions and communicate effectively via written, or oral communication.  
7. Proven expertise in using Microsoft Office Suite, case recording systems, e mails and the Internet in a business context and the ability to ensure the best use of ICT and electronic resources to support client information, streamlined and effective service delivery and information management.

8. Strong interpersonal, influencing and negotiating skills, equipped to challenge appropriately, investigate and advise on complaints, and resolve human resources issues
9. Ability to work as part of the management team and contribute to the success of the organisation as a whole, combined with willingness to learn and develop. 
10. Ability to manage a service, deliver outcomes within defined deadlines, prioritise, delegate effectively and take decisions in the day to day running of a the service. 
11. Ability to work with a variety of stakeholders, partners and organisations and to earn and maintain the trust and respect of those people with whom the CAH&ER deals
12. The ability to commit to, and work within, the aims, principles and policies of the Citizens Advice service and the ability to apply these to service delivery.  
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