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· The application process
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· Person Specification

Job details

Job title:
Administrator
Reporting to:
Money Advice Manager (Currently – under review)
Location:
Dundas Street Bureau, 58 Dundas Street, Edinburgh EH3 6QZ and/or Leith Bureau, 23 Dalmeny Street, Edinburgh, EH6 8PG as required by the organisations needs.
Employer:
Citizens Advice Edinburgh
Salary:
£10,560 (£17,600 per annum, pro rata)
Benefits:
25 days annual leave and 10 public holidays pro rata and a 7% employers contribution pension
Hours:
Part-time, 21 hours per week
Work Pattern
Flexible (minimum 3 days per week)
Term:
Permanent
The application process

Application deadline:
Wednesday the 2nd of August 2017 12 noon.
Interview date:

7th of August 2017
Interview location:

58 Dundas Street, Edinburgh, EH3 6QZ
Interview format:

50 minute interview

Please email your applications to anna.hamilton@caed.org.uk, alternatively by post marked ‘Private and Confidential’ to:

Anna Hamilton
Citizens Advice Edinburgh, 58 Dundas Street, Edinburgh, EH3 6QZ
Administrator
Summary of Role 
Citizens Advice Edinburgh are recruiting for an Administrator to work part-time in our Dundas Street Bureau 21 hours per week, supporting the delivery of four independent and impartial advice services, including our specialist money advice services and to support the general administration of the organisation.  
The role will have a broad remit, subject to the needs of the organisation.  The role currently has a large focus on supporting the needs of our Money Advice Team, who provide advice and support to clients in financial difficulty.  The team are currently transitioning between 3 recording systems and a key focus in the first few months will be supporting the team with the effective administration of this process.  The role also involves casework support, including corresponding with creditors and clients, drafting letters and other documentation. 
The ideal candidate should be flexible, have the ability to correspond professionally, be able to use Excel and debt management software, and have strong numerical skills. 

Responsibilities
· Check/amend and type of letters and documents in support of staff and volunteers and carrying out of all administrative associated tasks, with regard to mail, email responses, data inputting for client records, photocopy, scanning and faxing various documents
· Provide support to the Money Advice Manager and a key quality assurance role, ensuring the accuracy and quality of money advice correspondence to clients and third parties, including drafting and initiating correspondence for money advisers and the money advice manager when required
· Provide support to the Bureau Manager, ensuring the accuracy and quality of correspondence to clients and third parties, including drafting and initiating correspondence for General Advisers and the Bureau manager when required
· Communicate and liaise with Creditors and clients, when necessary.
· Check accuracy, cross referencing and maintain the information contained in debt management software, case recording system and the paper case files
· Contribute to development and drafting of processes and procedures 
· Train and supervise admin volunteers as necessary 
· Manage central mailbox and Manager’s email traffic in absence of Bureau Manager and key holding responsibilities including regularly locking up Bureau for duty manager
· Support the finance manager with a variety of organisational finance procedures as required.

· Maintain petty cash
· Work autonomously in planning and prioritising work activities to ensure operational efficiency for all admin requirements and adjust priorities with minimal direction

Person Specification

Essential criteria

· Professional behavior and competence in administration
· Numerical skills relating to the administration of money advice and basic organisational financial processes.
· Ability to use initiative when appropriate to ensure tasks are completed efficiently

· Skilled at verbal and written communication to a professional standard 

· Good interpersonal skills

· Ability to work co-operatively within the team and organisation.

· Excellent IT skills, especially Microsoft Excel
Desirable Criteria 

· Knowledge of the ‘PG debt’ debt management software program is desirable, although full training will be given

· Experience and understanding of the voluntary sector

· Demonstrable commitment to the aims and principles of Citizens Advice
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