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Social Prescribing Adviser
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Citizens Advice Mid Suffolk is based in Stowmarket and provides free, independent, confidential and impartial advice to the residents and workers of Mid Suffolk. We are looking for an experienced Adviser, ideally with Citizens Advice training, and with good IT skills to work with Connect for Health Community Connectors and GP surgeries to deliver holistic advice and support to patients. 
You’ll have the ability to interview clients using sensitive listening and questioning skills to get to the root of the issues and empower them to manage their problems. In addition to generalist advice you will be expected to support clients with Money Advice and Welfare Benefit applications. 
The role will be based at the office in Stowmarket and there will be a need to travel to locations in Mid Suffolk to deliver the service and attend meetings. The locations will include home visits, GP Surgeries, community centres and health care settings. You will be working under the guidance of an Advice Session Supervisor.
Context of role: Reporting directly to the Specialist Supervisor
Hours: 37.5 hours a week although we would consider a job share (please state on your application if you would like to be considered for a job share)
Contract: Fixed term for 12 months with possible extension dependent on funding.
Actual salary: £19,324.50 per annum plus 8% pension contribution after first three months.
Closing date: 12 noon Wednesday 22nd January 2020. 
Interview: Week commencing Monday 27th January 2020 
Start date: As soon as possible.
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Casework
· Provide casework covering the full range of advice areas and make home and outreach visits as necessary.
· Assist clients where necessary by calculating, negotiating, drafting or writing letter and telephoning.
· Assist clients with other related problems where they are an integral part of their case and refer to other advisers or specialist agencies as appropriate.
· Maintain case records for the purposes of continuity of casework, information retrieval, statistical monitoring and report preparation.
· Collect evidence on client outcomes.
· Ensure that all casework conforms to the organisations Office Manual and the Advice Quality Standard.
Research & Campaigns
· Assist with research and campaigns work by providing information about clients’ circumstances.
· Provide statistical information on the number of clients and nature of cases and provide regular reports to the organisation’s management.
Professional Development
· Keep up to date with legislation, case law, policies and procedures and undertaking appropriate training.
· Attend relevant internal and external meetings as agreed with the line manager.
· Prepare for and attend supervision session and team meetings as appropriate.
Administration 
· Use IT for statistical and outcome recording, record keeping and document production.
· Maintain close liaison with relevant external agencies. 

Other Duties and Responsibilities
· Carry out any other tasks that may be within the scope of the post to ensure the effective delivery and development of the service. 
· Demonstrate commitment to the aims and policies of the Citizens Advice service. 
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.
· Abide by Information Assurance policies and procedures
· Liaise with statutory and non-statutory agencies and represent the service on outside bodies as appropriate.
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Essential Criteria 
1. In-depth knowledge and experience of generalist advice. 
2. Effective communication skills (oral & writing) with emphasis on negotiating, representing and preparing reviews, reports and correspondence.
3. Full understanding of the issues involved in interviewing clients and demonstrate an understanding of social trends and their implications for clients and the service. 
4. Have an ordered approach to work and an ability and willingness to follow and develop agreed procedures. Utilising IT in the provision of advice and the preparation of statistics, reports and submissions.
5. Ability and willingness to work as part of a team
6. Ability to work in outreach settings with an understanding of information assurance and safety in those settings
7. Full driver’s licence and access to a car which will need to be insured for business use
8. Ability to develop and maintain positive working relationships with external stakeholders 
9. Understanding of and commitment to the aims and principles of the Citizens Advice service and its equality and diversity policies.

In accordance with Citizens Advice national policy we may require the successful candidate to be screened by the DBS. However, a criminal record will not necessarily be a bar to your being able to take up the job.
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