Citizens Advice and Rights Fife
Role Profile

	JOB TITLE:
	Client Advisers

	DEPARTMENT:
	Client Advice Team

	REPORTS TO (JOB TITLE):
	Service Delivery Manager

	RESPONSIBLE FOR:
	[bookmark: _GoBack]Delivery of advice to clients on a defined range of topics

	

	Key Role Outcomes

	
· Deliver advice to clients on a defined range of topics to agreed quality standard
· Take ownership of all individual client related matters within the scope of CARF’s service offering
· Ensure optimal quality case recording in line with agreed protocols and standards
· Participate in ensuring good practice within bureaus and contribute to continuous improvement within office and across region
· Ensure technical knowledge and understanding of evolving demand is current
· Carry out peer checking
· Support Volunteers


	Knowledge, Skills and Experience

	
· Experience of providing advice to clients 
· Experience of using case management system
· Experience of adhering to protocols, standards and best practice
· Experience of working alongside volunteers
· Experience of peer quality of advice checking


	Personal Attributes

	
· Trustworthy
· Reliable
· Adaptable
· Approachable 
· Supportive 









