[image: ]

Job title: Adviser- Accessible Advice Project
Location: Sudbury, Suffolk (office-based with outreach across Babergh and some home working) 
Contract: Fixed term (to March 2027) 
Hours: 21 hours per week (Tuesday–Thursday) 
Salary: £27,898 pro rata (actual £15,834) 
Apply by: 12pm Friday 26th June. You can download an application form from our website www.sudburycab.org.uk/vacancies . Please return completed forms to recruitment@sudburycab.org.uk (Please note that we may close this vacancy early if we receive sufficient suitable applications.)
About the Role 
We are seeking a motivated and compassionate adviser to support delivery of our Accessible Advice Project in partnership with Babergh District Council. 
This role will focus on providing high-quality, confidential and impartial advice to residents who are most in need of support. You will deliver advice on benefits and income maximisation, and support clients with early-stage debt advice, including initial assessment and guidance. You will help ensure advice is accessible through outreach, attendance at community venues and occasional home visits where appropriate.  Working as part of a small, supportive team, you will play a key role in helping residents improve their financial wellbeing, prevent crisis, and access the support they need. The role will also contribute to capturing outcomes and insight to inform future services and campaigns. Whilst you will be responsible for your own case recording, you will be supported by admin staff who will assist with the data and monitoring requirements of the project. 


What We Offer
Supportive and friendly working environment
25 days annual leave (pro rata), plus bank holidays and Christmas closure 
6% Employer pension contribution
Training and development opportunities
Opportunity to shape a new, impactful service
Additional opportunity: There may be the opportunity for a suitably qualified candidate to undertake an additional 7.5 hours per week on a Monday in a paid Session Supervisor role. Details of this role can be found on our website sudburycab.org.uk/vacancies


Key responsibilities - Accessible Advice Project 

Deliver generalist and targeted advice, including: 
· Income maximisation and benefits advice 
· Debt triage and initial debt support 
· Identifying emergencies and advising appropriately
· Manage a caseload, including maintaining accurate case records 
· Deliver advice through a range of channels, including: 
· Office appointments, both telephone and face-to-face 
· Outreach sessions in community settings 
· Occasional home visits where appropriate 
· Support clients to access appropriate debt solutions, including gathering documentation and making referrals to our Money Advice Caseworker 
· Identify additional client needs and provide holistic support or onward referrals 
· Contribute to achieving project targets and outcomes 
Accurately capture data, including: 
· Outcomes achieved 
· Issues identified 
· Client demographics and impact 
Work collaboratively with colleagues and external partners to deliver coordinated support 
Contribute to service development, campaigns and outreach planning 



Person Specification – Accessible Advice Project

Essential
Experience & Knowledge 
· Completed (or willing to work towards) Citizens Advice generalist training 
· Experience of providing advice in a client-facing role 
· Good working knowledge of welfare benefits, income maximisation and debt advice. 
· Understanding of issues affecting vulnerable or disadvantaged clients 
· Understanding and commitment to the aims and principles of Citizens Advice 
· Knowledge of equality and diversity principles 

Skills & Abilities 
· Strong interpersonal and communication skills (oral and written) 
· Ability to deliver advice in a clear, supportive and non-judgemental way 
· Ability to manage a caseload and prioritise work effectively 
· Strong organisational skills and attention to detail 
· Ability to work under pressure and meet deadlines 
· Ability to use IT systems, particularly Microsoft 365 
· Ability to work both independently and as part of a team 
· Ability to adapt delivery to meet client needs (e.g. outreach, home visits) 

Desirable 
· Experience delivering outreach or community-based services 
· MaPS debt advice accreditation, or commitment to work towards this rapidly 
· Experience contributing to reporting, monitoring or evaluation work 
· Experience of partnership working with external organisations 
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