Thrive Early Family Adviser
Introduction
The Thrive Early Family Adviser will provide high-quality, holistic advice and casework to families with children under five as part of the Thrive Early programme, delivered in partnership by Citizens Advice Scotland, Home-Start UK and Save the Children UK.
The role combines elements of a Generalist Adviser and Caseworker and will involve working closely with families who may experience barriers to accessing traditional advice services. The postholder will build trusted relationships and provide tailored advice, advocacy and practical support to improve families' financial wellbeing and access to services.
The postholder will work collaboratively with Home-Start colleagues and other project partners to provide coordinated whole-family support and will operate within Drumchapel Citizens Advice Bureau's established management, supervision and quality assurance arrangements.
Key Work Areas and Tasks
Advice Giving
· Interview clients using sensitive listening and questioning skills to identify their advice needs and priorities.
· Provide holistic advice and casework, including income maximisation, welfare rights, debt and money advice and other issues relevant to individual family circumstances.
· Undertake benefit entitlement checks and support families to access relevant benefits, grants, charitable assistance and community resources.
· Identify opportunities to reduce essential household costs and improve financial wellbeing.
· Use the Citizens Advice Information System and other approved sources to find, interpret and communicate relevant information.
· Research and explore options and implications so that clients can make informed decisions.
· Act for clients where appropriate, including calculating, negotiating, drafting correspondence and making telephone enquiries.
· Negotiate with statutory and non-statutory organisations as appropriate.
· Refer internally or to appropriate specialist or external agencies where required.
· Work collaboratively with Home-Start colleagues and other project partners to coordinate whole-family support.
· Support families to access relevant employability services, including making warm referrals to Local Employability Partnerships, and support access to Early Learning and Childcare, volunteering, training and other opportunities where appropriate.
· Manage an allocated caseload and ensure appropriate follow-up and continuity of casework.
· Ensure all advice and casework conforms to Bureau policies and procedures and Citizens Advice quality standards.
· Maintain detailed, accurate and timely electronic case records.
· Participate in the Bureau's case checking and quality assurance processes and undertake any actions or development identified.
Social Policy
· Identify and report social policy issues arising from client work through the appropriate Citizens Advice channels.
· Alert clients to appropriate opportunities to contribute their experiences to social policy and service improvement.
· Work collaboratively with Save the Children UK and other Thrive Early partners to support family participation and lived-experience activities, including helping families understand and access appropriate opportunities to participate.
· Contribute to project learning, evaluation and service development by identifying recurring issues and barriers affecting families.
Professional Development
· Keep up to date with relevant legislation, policies and procedures and undertake appropriate training.
· Read relevant Citizens Advice and other approved professional information and publications.
· Prepare for and attend supervision sessions, team meetings and staff meetings as appropriate.
· Attend relevant internal, external and partnership meetings as agreed with the line manager.
· Participate fully in case checking, quality assurance and other development activities and respond constructively to feedback.
Administration
· Use IT for case recording, research, statistical recording, monitoring and document production.
· Ensure all work conforms to the Bureau's systems and procedures.
· Maintain accurate information on client numbers, case activity, financial gains and other relevant outcomes.
· Maintain project monitoring information and contribute to Thrive Early reporting, evaluation and continuous improvement requirements.
· Maintain confidentiality and comply with data protection and safeguarding requirements.
Other Duties and Responsibilities
· Proactively engage with partner organisations and referral agencies to identify and support eligible families.
· Build and maintain effective relationships with Home-Start, project partners, community organisations and other relevant stakeholders.
· Work flexibly across Bureau, outreach, community and partner locations as required.
· Demonstrate commitment to the aims and principles of the Citizens Advice service and the objectives of Thrive Early.
· Abide by health and safety requirements and share responsibility for own safety and that of colleagues.
· Carry out any other reasonable duties within the scope of the post to support the effective delivery and development of the service.
· Share evening and weekend operational hours on a rotational basis with other paid staff.
Person Specification
	
	ESSENTIAL
	DESIRABLE

	Experience
	· A minimum of one year's relevant experience within the advice sector.
	· Previous experience within a Citizens Advice Bureau or independent advice service.

	
	· Experience of providing welfare rights, money, debt, generalist or other relevant advice and casework.
	· Experience of advice across a range of generalist subjects.

	
	· Experience of managing ongoing client work or a caseload.
	· Experience of working with families with young children.

	
	· Experience of using an electronic case-management or client-recording system.
	· Experience of income maximisation and benefit entitlement work.

	
	· Experience of working with people who may be vulnerable, distressed or experiencing barriers to accessing services.
	· Experience of partnership or outreach-based service delivery.

	Skills and attributes
	· Ability to communicate and establish effective professional relationships with a range of people.
	· Ability to contribute to project monitoring, evaluation and service development.

	
	· Ability to research, interpret and communicate complex information accurately.
	· Experience of contributing to social policy work.

	
	· Ability to work without close supervision, prioritise own work and meet deadlines.
	

	
	· Ability to manage a caseload and maintain accurate and comprehensive case records.
	

	
	· Ability to deal with difficult or sensitive situations calmly and effectively.
	

	
	· Excellent organisational, communication and problem-solving skills.
	

	
	· Ability to work effectively both independently and as part of a team.
	

	
	· Ability to work effectively with partner organisations.
	

	
	· Ability to respond positively to case checking, supervision and quality assurance feedback.
	

	Knowledge
	· Understanding of the needs of families who may be experiencing poverty, vulnerability, distress or other barriers.
	· Knowledge of Citizens Advice information and case-recording systems.

	
	· Understanding of confidentiality, data protection and professional boundaries.
	· Knowledge of relevant local voluntary and community organisations.

	
	· Understanding of the importance of quality standards, supervision and case checking within an advice service.
	

	Values and attitudes
	· An understanding of and commitment to the aims and principles of the Citizens Advice service and the policies and procedures of the Bureau.
	

	
	· Commitment to reducing child poverty and improving outcomes for children and families.
	

	
	· A compassionate, strengths-based and trauma-informed approach while maintaining appropriate professional boundaries.
	

	
	· An understanding of the need for effective partnership working and a proactive approach to same.
	

	Other
	· Willingness to identify and undertake relevant training and continuing professional development.
	

	
	· Ability to work flexibly and travel to a variety of Bureau, community, outreach and partner locations as required.
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