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Job Description 
Healthier Homes Project Worker      
DESIGNATION: 
Healthier Homes Fuel Debt Adviser and Outreach Worker.
RESPONSIBLE TO: 

Head of Service Development  
DURATION: 
Fixed Term from commencement up 31/03/2018 (possibility of extension subject to funding) 

SALARY AND SCALE:   
£28500 - 29000 per annum 

LOCATION: 
Across LB Hammersmith & Fulham and Kensington & Chelsea 
Job Purpose – working within the aims, principles and policies of Citizens Advice Hammersmith and Fulham  (CAHF) to provide residents with effective fuel debt counselling, applications to grants, welfare and benefits advice underpinned by budgeting/money management. 

The Post Duties 

The post holder must have due regard in the planning execution of their duties at all times to the Citizens Advice Equality and Diversity policies. The post holder should possess ability to:

· Give advice on managing/ resolving utility debts  

· Provide one to one energy and fuel debt advice that incorporates relevant financial capability solutions including debt renegotiation, switching supplier, and applications to grant makers.

· Complete common financial statement with residents to assess clients ability to make affordable repayments  and or grant applications 

· Promote the work of the project to relevant project stakeholders as required including setting up outreach clinics across the bi borough 

· Maintain and update database to record activities and impact of fuel debt work 

· Help clients take appropriate action to better understand, manage and reduce their energy usage both in a face to face interview, where resources allow via group session – energy best deal session. 

· Monitor project performance against project targets 

· Monitoring and evaluation of the project work to prepare reports for funders

· Have working knowledge of fuel poverty and how can impact client and community particularly in Central West London  
In association with line manager undertake:

· Assist in the work of the wider financial capability service attending forums, delivery meetings and contribution to funding applications where necessary. 
Key Work Areas and Tasks 

Advice

· Undertake Fuel Debt counselling advice/ casework: 
provide a mixed caseload of support via one-to-one interviews with client , exploring the causes and impact of  residents fuel indebtedness, outlining solutions and energy efficiencies

. 

· Preparing Financial Statements, Negotiate with suppliers, Discuss and implement Budgeting and Money Management Plan incorporating income maximisation where appropriate

· Understanding and working knowledge, of the Localism Act (2011) and Welfare Reform with particular regard to statutory (corporate) housing tenants and locality  

Undertake fuel debt counselling and or casework; using one-to-one interviews to identify:

· Provide advice, information and undertake casework for client to help address their fuel poverty, debt problems, debt problems, helping them to manage their money, overcoming financial exclusion, Maximise their incomes and undertake welfare benefit checks
· Act for the client where necessary by calculating, negotiation, drafting or writing letters and telephoning   
· Assist clients with other related problems where they are an integral part of their case, and refer to other adviser or specialist agencies where appropriate  

· Make home visits 
· Ensure that all work and casework confirms to Citizens Advice – Hammersmith and Fulham policies and procedures 
· Maintain client records for the purpose of continuity of advice and casework, information retrieval, statistical monitoring and report preparation.

Fuel Efficiency 
· Ensure household access all appropriate forms of energy related assistance to include:  Insulation/ draught proofing grants, energy efficient controls, low energy light bulbs, energy efficient appliances and assistance to reduce fuel debt (energy people trust etc.)

Ensure clients have the most appropriate tariff and payment mechanism, and further promote income maximisation by using price comparison website to assist client to switch energy providers where appropriate.

Partnership

To work in partnership with key stakeholders

· CAHF – Financial Inclusion projects (ROOF, FIX+ and EBD+ Champion) and other services to deliver the financial inclusion solutions. 
· To develop strong partnerships with the local council (Hammersmith and Fulham) environmental health team to tackle their fuel poverty and or related issues. 

· Support work of the West London Financial Capability Forum (WLFCF) - administrative support including minute taking and event planning in accordance with the Financial Inclusion projects Team. 

Casework
· Accurately input case records in the Petra Case Management system for the purpose of continuity of case work, information retrieval, and monthly reporting of statistical data

· Manage a mixed caseload which complies with monthly auditing requirements

· Scrutinise and review casework, to identify and address any Social Policy trends or emerging issues, arranging targeted events/surgeries and strategies to combat financial inclusion
· Provide individual client updates to environmental health officers as required.  
Performance Management and Monitoring
The Post holder will- 

· Understand relevant performance standards for this role

· Deliver on agreed objectives and targets

· Produce monthly performance reports within timescales demonstrating performance against target. 
· Provide monitoring reports on project activity as required by the Service Level Agreement or by the line manager

· Provide analysis and take corrective actions to achieve targets set. 

· Produce quarterly statistics for monitoring report  

· Advise your line manager at earliest opportunity when objectives and targets will not be met 

Planning and Organising 
The post holder will be required to manage their own workload and time effectively and efficient to ensure the objectives of the role and services to customers are delivered efficiently and on time.  

The post holder will on a day to day basis carry out the wide variety of activities required of the post to ensure efficient service delivery.

The post holder will be responsible from ensuring that customers are served and deadline met within defined timescales.

IT 
· Computer literate with excellent/good working knowledge of Microsoft Office (WORD, Excel, Outlook and PowerPoint).   

· Experience of customer database management systems. Use function of electronic diary to organise workload and provide line manager with ongoing update of caseload.

· To fully utilise IT systems to prepare and collate statistical or performance information, to demonstrate outputs attained. 
· Extrapolate and scrutinise data produce, to report against the project targets.

· Promote to client Digital Access learning offered by HFCAB through its library delivery 
Training 
Identify and implement own training and development needs

· Maintain an up-to-date knowledge of the Fuel Poverty/Energy Efficiency landscape 
Staff group / Team Work 
·  Participate in Financial Inclusion Projects team meeting 

· Attend evening meetings when required including regular Financial Inclusion Projects Volunteer meeting.  

· Present to staff forum overview of the project work and achievement
· Work with HFCAB team to ensure appropriate referrals are made to the project from its gateway service.  

· Build rapport with colleagues and ensure the work of the project is communicated to all levels of HFCAB.
· Develop cohesive working relationship with HFCAB Gateway and Advice team is developed to maintain on-going referral of clients to the project 

· Attend and participate in bureau activating including bureaux meetings, Staff Away Days and Annual General meeting and other staff activities. 
Campaigning - Social Policy 

· Identify campaigning issues of direct relevance to the client group, using evidence to plan and co-ordinate campaigns for presentation at local level
· Build relationships with a range of individuals groups and organisations to influence local change. 
IT 

· Computer literate with excellent/good working knowledge of Microsoft Office (WORD, Excel, Outlook and PowerPoint).   

· Experience of customer database management systems. Use function of electronic diary to organise workload 
· Ability to fully utilise IT systems to prepare and collate statistical or performance information to demonstrate outputs attained. 

· Ability to analyse data produced to report against the project targets.
Staff group / Team Work 
· Remain engaged with the wider services provided by CAHF and understand the strategic relevance of the Trailblazer project within CAHF’s overall advice delivery.
· Present overviews of the project work and achievements at relevant meetings.
· Build rapport with colleagues and ensure the work of the project is communicated at all levels.
· Attend and participate in CAHF activities including Service meetings, Staff Away Days, Annual General meeting and other staff activities. 
Training and Professional development 
· Identify and implement plans for own training and development needs
· Keep up to date with legislation, policies and procedure and undertaken appropriate training as agreed with the line manager 
· Attend relevant internal and external meetings as agreed with the line manager.
· Prepare for and attend supervision sessions/team meetings/staff meetings as appropriate
· Keeping in touch with local issues, developments and changes in procedure of other agencies.    
Duties required of all salaried employees of CAHF

· Uphold the aims and principles of the Citizens Advice service and its Equal Opportunities, Diversity and Dignity at work principles. Ensuring that all dealings with CAHF colleagues and the public are conducted in adherence to CAHF’s Equality, Diversity and Dignity at work policies.  
· The job holder has a personal responsibility, whilst at work, to preserve and enhance health and safety.  They must familiarise themselves with the health and safety aspect of their work and avoid contact which would put at risk the health and safety of themselves and other people including visitors, contractors and members of the public.  

· Exercise Discretion in the handling of all sensitive data in accordance with CAHF  Information Assurance procedures and policies 

· Participate fully in the life of the organisation, attending workers’ meetings, internal planning events etc. as agreed with line manager

· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues

· Keep abreast of organisational changes 
· Must be willing to take a flexible and adaptable approach to service delivery. Making a positive contribution to the team 

· Work at CAHF offices across the week, and designated Outreach locations.
· Carry out any other appropriate tasks requested by the line manager, to ensure the effective delivery and development of the service, subject to any reasonable adjustment under the Disability Discrimination Act.  
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Listed below are the minimum essential requirements to do this job.

When shortlisting for interview the selection panel will only consider the information you give within the application form and assess this against the person specification set out below.  It is essential that you include information about your abilities relevant to these requirements. 

	
	1. 1. Experience and Knowledge 


	Essential (E ) 

Or

Desirable (D)
	Evaluated

At

Shortlisting
	Evaluated 

At 

Interview 

	1.1
	Understanding of a commitment to work within the aims, principles and polices of the Citizens Advice Service (Free, Impartial, independent and Confidential) anti-discrimination, promotion of equality and diversity. 
	E


	X
	X

	
	
	
	
	

	1.2
	Substantial experience delivering 1-2-1 advice  to residents on Fuel Debt/Welfare/housing advice, providing financial capability solutions which provide the client with long term solutions  
	E


	X
	X

	
	
	
	
	

	1.3
	Good working knowledge of fuel poverty, debt, housing and welfare benefits rules including Welfare and Housing reform.
	E


	X
	X

	
	
	
	
	

	1.4
	Ability to communicate sensitively and effectively, to deal with potentially difficult clients in stressful situations, whilst maintaining a professional and impartial approach. 
	E


	X
	X

	1.5

	.
Ability to work flexibly delivering work across several locations and via Home visiting
	D

	X


	X



2. Skills and Abilities  

	
	
	
	
	

	2.1
	Be self-supervising and able to work on own initiative and as part of a team, including with external partners, within agreed framework  
	E


	X
	X

	
	
	
	
	

	2.2
	Experience of efficiently and effectively managing a mixed case load including closing cases in a timely manner


	E


	X
	X

	
	
	
	
	

	2.3
	Effective written and oral communication skills, with particular emphasis on negotiating and reporting  
	E


	X
	X

	
	
	
	
	

	2.4
	Ability to work within a target driven project and deliver to the project KPIs and prioritise accordingly 
	E


	X
	X

	
	
	
	
	

	
	
	
	
	

	2.5 
	Numerate with the ability to make accurate calculation, with the ability to interpret, explain and demystify the calculation for the client.  


	E


	X
	X
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Guidance notes for applicants
Application form 

Please complete your application and return it by email or post (as a Word document) no later than the closing date: Wednesday 16th August  by 1pm  

Please email your completed form to ivy.lewis@cahf.org.uk  

Subject ref H-Homes 2
CVs will not be accepted as a substitute for the application form.

The application form plays a key part in our recruitment and selection process.  We use the information you provide about your skills, experience, career and education history to decide whether or not to invite you for an interview.  It is important that you complete the application form as fully and accurately as possible, ensuring that you give specific examples which demonstrate how you meet the essential and desirable criteria for the role for which you are applying.

For more information about Citizens Advice Service Aims and Principles http://www.citizensadvice.org.uk/index/aboutus.htm
Disability


Please provide any information you wish us to take into account when we are considering your application.  If you are selected for interview, we will ask  you to let us know if you have any access needs or may require reasonable adjustments to the interview or assessment (if applicable) at that stage.   Please be assured that we will be supportive in discussing reasonable adjustments with you at any stage of the recruitment and selection process.

Entitlement to work in the UK

A job offer will be subject to confirmation that you are permitted to work in the UK in accordance with the provisions of the Asylum and Immigration Act 1996. You will be asked to provide evidence of your entitlement to work in the UK if you are successful and an offer of employment is made.

Please note that Citizens Advice Hammersmith and Fulham (CAHF), does not hold a sponsor licence and, therefore, cannot issue certificates of sponsorship under the points-based system.

Diversity Monitoring

CAHF values diversity and promotes equality.  We encourage and welcome applications from suitably skilled candidates from all backgrounds.  Monitoring recruitment and selection procedures is one way of helping us to ensure that there is 

No unfair discrimination in the way that we recruit people. To do this we need to 

know about the diversity profile of people who apply for posts at CAHF  This information is given in confidence for monitoring purposes only and is not seen by anyone responsible for making recruitment decisions.  However, if you would prefer not to answer any of the questions we ask, please leave them blank.

Information, experience, knowledge, skills and abilities

This is a key section of the application form which allows you to provide evidence of your experience, knowledge, skills and abilities that are relevant to the role as described in the role profile.  Selection is based on an assessment of the evidence you provide against the requirements of the role as set out in the person specification.  It is important that you tailor your response to clearly demonstrate how you meet each requirement. No assumptions will be made about your achievements and abilities.  

Please provide one example for each requirement.  You should choose examples of past experience that clearly demonstrate what we are looking for, and be precise about what you did, how you did it and the outcome or result of your actions.   Please try to limit your response to each criterion to a maximum of 200 words.  

A useful guide might be S.T.A.R:

Specific – give a specific example

Task – briefly describe the task/objective/problem

Action – tell us what you did

Results – describe what results were achieved

Please provide recent work examples wherever possible.  However, do remember that relevant examples from other aspects of your life, for example: voluntary or unpaid work, school or college work, family or home responsibilities, can also be given.

Shortlisting outcomes

Shortlisted applicants will be invited for an interview.  Candidates selected for interview will be required to undertake practical and interview. 

Interview Dates 

Interviews will take place on the dates listed in the advert.   Candidates selected for interviews are expected to be available, to attend interview on the date(s) stated in the advert.  CAHF strive to conduct a fair recruitment process and this means only in exceptional would interview dates be rescheduled.  The aim being to interview all selected candidates within on stated date/time period.  Therefore request for the rescheduling of interview date, will only be accepted for cases of exceptional emergency, where evidence supporting the request has been provided to the interview panel.   

Feed Back – Applications and Interview  

Please note:   due to high volume of application forms received for recruitment vacancies, HFCAB – shortlisting panel are unable to provide Feedback on completed application forms.  

The panel will only provide Feedback to candidates who were selected for and attended interview.   A request must be made by the interviewee for feedback on their performance. . 

References

All job offers are subject to the receipt of two satisfactory references:  One should be from your current or most recent employer or line manager (if you are employed through an agency), or your course tutor if you have just left full time education.  The other should be someone who knows you in a work related, voluntary or academic capacity.  Both referees should be able to comment on your suitability for the role. 

References will only be taken up for successful candidates following interview.
Criminal convictions 

Anyone who applies to work within CAHF will be asked to disclose details of unspent convictions during the recruitment process.   

Having a criminal record will not necessarily bar you from working for CAHF 

much will depend on the type of job you have applied for and the background and circumstances of your offence.   However, we are not able to employ anyone with a conviction for a sexual offence against a child or vulnerable adult, regardless of when the office took place.  All other convictions will be considered on an individual basis. 

Criminal Records Bureau Disclosures are only requested where proportionate and relevant to the post concerned.  If the post for which you are applying for requires a CRB Disclosure, this will be noted in the application pack.  
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