Citizens Advice Hull and East Riding 
Person Specification
Post:
Generalist Adviser/ Trainee Generalist Adviser 
Period:

Funded until 30th June 2022
Reports to:

Hull Service Delivery Manager
Hours:

37 hours per week
Based in:
Hull Office – The Wilson Centre
Please explain and demonstrate how your experience, skills and knowledge meet the selection criteria below.  
If you are applying as a trainee generalist adviser and do not have the relevant experience please apply demonstrating which transferable skills you have and how you can develop into the role.  
Essential requirements:
Attitudes

1. A commitment to the aims, principles and policies of the Citizens Advice service and a strong and impartial commitment to assisting individuals with poverty-related problems.
2. Ability and willingness to learn to deliver the full range of Generalist Advice on behalf of clients (and successfully complete the MAS accreditation requirements) within 6 months - full training and support provided.
Knowledge and Experience

3. Awareness of the current law and policy in relation to welfare rights and money advice.  
4. Awareness of other areas of advice work and how they interconnect 

5. Experience of a wide range of IT systems, including Windows Office suite and databases, e mail and the internet

6. Experience of working to achieve targets set by your line manager or funding body.
Skills and Ability
7. Ability to interview clients using sensitive listening and questioning skills to get to the root of the issues and empower clients, whilst maintaining structure and control of meetings. 

8. Effective oral communication skills with the ability to communicate with members of the public from different backgrounds, decision makers, and other outside bodies, advocating on behalf of clients.
9. Numerate, with good written communication skills to complete budgets, benefit calculations, financial statements, complex forms and correspondence on behalf of clients.  
10. Ability to research, analyse and interpret complex information and produce and present clear verbally and in writing. 
11. The ability to be self servicing, to prioritise tasks, to identify and work to deadlines and to manage time effectively under own initiative. 
12. Ability to monitor and maintain own standards working to a high quality and a recognised quality standard

13. The ability to work effectively as part of a team with minimum supervision.
14. Understanding of the issues affecting society and their implications for clients and service provision. 
Desirable requirement:
15. At least one year’s experience of the legal advice at a generalist advice level

