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Job title: Session Supervisor
Location: Sudbury, Suffolk (office-based)
Contract: Permanent
Hours: 7.5 hours per week on Mondays, plus holiday/sickness cover
Salary: £30,495 FTE (actual £6181.50)
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 looking for a Session Supervisor to join our friendly team in South Suffolk, playing a key role in delivering high-quality, confidential and impartial advice to local residents. Working alongside existing Session Supervisors and a team of staff and volunteers, you will oversee the day-to-day running of advice sessions, supporting advisers and ensuring smooth service delivery.

You will maintain high quality standards through case checking, feedback and monthly QAA processes, support research and campaigns work, and identify training needs. You will also contribute to the development of trainees alongside the Volunteer Training Officer.

The service is currently undergoing a period of organisational change and preparation for a move to new premises. This role will be vital in supporting staff and volunteers, helping maintain a positive and focused working environment during this transition.


Key responsibilities – Session Supervisor
• Supervise the day-to-day running of advice sessions
• Provide guidance and support to advisers and volunteers
• Check case records and ensure quality and accuracy of advice
• Deliver feedback and contribute to quality assurance processes (QAA)
• Support staff development and identify training needs
• Assist with research and campaigns activity
• Contribute to maintaining a positive and effective team environment
Although an experienced Session Supervisor is preferred, full training will be provided for the right applicant. For candidates seeking additional hours, this role can be combined with any of our existing paid advice opportunities, which can be found on our website.

What We Offer

Supportive and friendly environment
25 days annual leave (pro rata) plus bank holidays and Christmas closure
Pension contribution (6%)
Training and development opportunities
Additional opportunities- This role can be combined with any of our other paid roles, which can be found on our website sudburycab.org.uk/vacancies





Person Specification – Session Supervisor
Essential 
Experience & Knowledge
 • Completion of Citizens Advice generalist training
• Experience of supervising staff or volunteers, or providing support and guidance to others
• Understanding of advice quality standards and case checking processes
• Knowledge of issues affecting clients, particularly those who are vulnerable or in financial difficulty
• Understanding of and commitment to the aims and principles of Citizens Advice
Skills & Abilities
• Strong interpersonal and communication skills (oral and written)
• Ability to support, motivate and develop others
• Ability to give and receive feedback constructively
• Strong organisational skills and ability to prioritise workload in a busy environment
• Attention to detail and ability to maintain accurate records
• Ability to work collaboratively as part of a team
• Competent IT skills, including case recording systems and Microsoft 365
Desirable
• Experience of session supervision within Citizens Advice
• Experience contributing to training or mentoring of advisers
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