CITIZENS ADVICE 

SOUTH GLOUCESTERSHIRE
INFORMATION FOR APPLICANTS – ADVISERS 
These notes are to give you a bit more local information about how we work in Citizens Advice South Gloucestershire.
PLACES OF WORK

We currently offer services from Yate, Thornbury, Cadbury Heath, Bradley Stoke and Stoke Gifford and we will expect you to work from any of these locations depending on our staffing situation.  However, we will naturally take account of your preferences and the ease or difficulty of making travel arrangements.
EXPENSES

You will be paid expenses for travel from your home to whichever office you are working in, training sessions and any other work connected with the Bureau.  This is currently 45p per mile (within the HMRC limits) if using a car, or reasonable public transport costs.  We do encourage people to share cars if at all possible, but if you offer someone a lift, please do check that your insurance covers this.
AVAILABILITY

All new volunteers will need to be able to commit themselves to two years voluntary work in the organisation.  The training we will give you is very resource intensive for us, so we hope you’ll stay long enough to make full use of it!
Advisers are asked to do a minimum of two days per week, right from the start of your training.  The rota is negotiable, but flexibility is also important.  Certain days may be particularly busy when more than one bureau is open. As others will cover for you when you are on holiday, we hope that you will be prepared to cover for others.

TEAM MEETINGS

Teamwork is an essential feature of working in the organisation and we hope you’ll to attend as many of these monthly meetings as you can because of their training content.

TRAINING TO BE AN ADVISER (which includes a Telephone Assessor)
It takes 3-4 months from the start of basic training to the day when you can go on the rota.  There is a further 6 months during which you will be under constant supervision. After this, we expect that you will have achieved the required competencies and will have qualified for the Certificate in Generalist Advice Work.
There are two types of work involved in our training programme:

1.
Work at home (training packs followed up by a weekly tutorial.)
2.
Work in the office (training packs and in-bureau experience)

ALL parts of the training programme are essential.

At an appropriate time, you will sit in and observe experienced advisers or assessors in their interviews with clients.  Later on, you will be conducting supervised interviews under the guidance of an experienced adviser.  Training is also given in writing up case notes at the conclusion of an interview.
Each training programme is organised by a Training Supervisor, who is also an experienced adviser.
It is essential that you have basic computing skills.
FURTHER OPPORTUNITIES 
The trained adviser has the opportunity to develop in ways, which may include any of the following:

a.
developing specialist skills and expertise in working with clients, e.g.


-
welfare benefits


-
money advice

· representing or accompanying a client at tribunals or hearings

b.
Social Policy Work, e.g.


-
writing reports, letters, or articles.


-
working with other organisations and individuals

c.
helping with development and training, e.g.


-
in-bureau training


-
supervising trainees

d.
representing the service, e.g.


-
publicity


-
giving talks on the work of the CAB


-
working with the local community groups

e.
administration, e.g.


-
updating the information systems


-
ordering leaflets, stationery, etc.


-
organising meetings and taking minutes


-
developing the use of new technology in the bureau

We can’t answer all your questions here, but do keep a note of anything you’d like to ask us and you’ll have an opportunity at your interview to raise any matters.
Please return your completed application form by post to:-

Amanda Wood

Office Manager

Citizens Advice South Gloucestershire
Kennedy Way

Yate

Bristol

BS37 4DQ

Or by email to bureau@sgloscab.cabnet.org.uk
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