Debt Caseworker - Personal Specification

When we shortlist and interview for this post, the Person Specification will be used to assess
each applicant in terms of their ability to do the job as set out in the job description.

When completing the application form you should try to show how your skills, qualities and
experience match each of the criteria below. As well as work experience, you can draw on
personal and voluntary experience.

Essential

e Possess a thorough knowledge of benefit and debt management advice. Demonstrating
at least twelve months recent experience of providing relevant casework either paid or
unpaid.

e Have good numeracy, literacy and communication skills including the ability to conduct
benefit checks, compose financial statements, negotiate with third parties and interact
effectively with clients taking into account their individual circumstances

e Able to utilise available resources, in order to ensure advice provided is accurate and
informed.

e Possess experience and a good practical knowledge of IT systems for case recording and
to deliver advice / casework services.

e Able to research, analyse and interpret complex information utilising available resources,
in order to ensure that the advice provided is accurate and informed.

e Able to work methodically, including recent experience of working within recognised
quality procedures in relation to advice, casework and file management.

e Able to prioritise tasks, work towards project targets, meet deadlines and manage time
effectively under own initiative.

Able to work independently, as part of a team and in partnership with other organisations.
Able to monitor and maintain own standards and identify ongoing training requirements.
Possess an understanding of and commitment to the aims and principles of the Citizens
Advice service, inclusive of social policy work.

e Possess an understanding of and commitment to equal opportunities and
anti-discriminatory policies, including the ability to put policy into practice.

e Obtain a satisfactory enhanced level DBS check outcome.

Desirable

Possess recent experience of providing generalist advice.

Obtained the Certificate in Money Advice Practice or an equivalent accreditation.
Obtained a Citizens Advice Certificate in Generalist Advice Work / equivalent qualification
or an equivalent level of experience and skill.

Qualified as an approved DRO intermediary

Recognised debt qualification



