Financial Capability Recruitment Guidance and Tools

Recruiting paid staff

This guidance, along with the job description tool, will help you to recruit a financial capability worker.
Together, they will help you think about what you need from a financial capability worker so that you can compile a full but realistic list of key work areas/tasks and a person specification. 
If you are at the early stages of developing a financial capability project you may also find it helpful to read the financial capability starter pack which is available under the resources section of www.financialskillsforlife.org.uk. This contains briefings to help you scope, set up and deliver a financial capability service. It includes a briefing on human resources which provides tips on things like to how to effectively induct and support a new financial capability worker. 
Scoping out the role
It is important to be clear about which tasks will be included in the financial capability worker’s remit.

Nearly all financial capability workers will be planning, delivering and reviewing community training events and will need to have the confidence and ability to do this.
However, you need to be clear who will carry out any tasks related to the project. These might include overall project co-ordination, marketing and relationship-building and staff and/or volunteer management.
Could some tasks/role areas be carried out by other staff or volunteers? Or could other colleagues help with/share some of the jobs? For example, could the organisation’s manager use existing links to help establish relationships with other groups?
Skills, background and training

Financial capability trainers need not be trained in money advice. However, they will need to have, or be able to quickly gain, enough competence in the basic personal finance topics they will be delivering to be credible and confident trainers. Could someone do the job who is a ‘self-starter’ with good interpersonal and/or training skills? Could they learn about personal finance topics?

Financial capability projects are different from advice projects. Financial capability workers have to seek learners through establishing partnerships. This usually takes time and patience. To engage learners, they also have to plan and deliver creative activities that relate to their lives.
It may be hard to find someone with training experience and knowledge of basic personal finance matters. Consider asking for either one or the other to ensure a good field. If you do this, you must have a strategy to plug any gaps. 
Think about what capacity you have to meet the needs of a new worker. What training/support/induction/on-the-job training can you realistically provide to orientate a new colleague and help fill in any skills gaps they might have?

Citizens Advice can provide :

· free training materials - if you join a local financial capability forum
· ‘train the trainer’ training - if you join a local financial capability forum or are a member of Transact
· signposting to reliable sources of information on personal finance matters 

· contact details for your local financial capability forum – useful for networking and sharing good practice.
See www.financialskillsforlife.org.uk for further information. 
If you are planning to work with a specific user group, such as ex-offenders, you might ideally want to recruit someone who has a track record of working with this group. However, it is worth considering whether, with the right support, a worker who is strong in other demonstrable skills and attributes would be able to understand the needs of a new client group. For example, if you are working with a partner agency on your project they may be willing to receive project visits or provide a mentor. 

Attracting the right people

You need to think carefully about how you design and market the role so that it is realistic and you attract a good field. Ask yourself questions such as:
· Who do you think might be attracted to the role? How will the role and your requirements look to potential applicants? (You may put people off if the task list and person specification are too ambitious.) 
· Do all of the work areas need to be carried out by the post holder?
When advertising and giving written information to applicants remember to make materials attractive and explain the aims of the project clearly. Also do not forget to tell people about what induction, training and support you can offer. 
Using the job description tool

We have created a tool which will help you to build a job description and person specification for financial capability work.

It includes an extensive list of job description and person specification points for you to choose from. This reflects the diversity of financial capability worker roles. It is especially important to check that your job description and person specification ‘match’ so that it is clear why you are asking candidates to show particular skills, attributes and abilities.
We strongly recommend that you do not include all of the points listed as it will sound too daunting – select only the ones that capture the essence of the project and the person you want.
Job description

Job title: 
Context of role: 

Role purpose: 
Key work areas and tasks
Project (and financial) co-ordination

· Lead on the implementation of the bureau’s financial capability strategy and project plan. 
· Arrange and attend steering group meetings.

· Monitor progress against the project plan on an ongoing basis and provide reports on agreed objectives to the project steering group. 
· Collect, collate and present project monitoring and evaluation data. 
· Maintain day-to-day financial control of project budget, providing updates when required.

Marketing and relationship building 
· Devise and implement a communications plan for the project. 
· Establish, develop and maintain a range of partnerships to reach learners and gain support for the project. 
· Develop literature to promote the project and carry out other marketing activities such as writing press releases or delivering presentations. 
· Attend relevant external meetings. 
· Assist in developing relationships with potential funders and other partner agencies. 
· Assist in the compilation and submission of funding bids for the project.

Plan and provide financial capability activities 
· Work with learners and partner agencies to identify learners’ financial capability needs.

· Devise effective learning activities, including adapting training materials from Citizens Advice and others. 
· Deliver financial capability learning activities (e.g. small group training, one-to-one mentoring). 
· Ensure that learning activities are well organised (e.g. room bookings, equipment and refreshments). 
· Ensure systems are in place to collect feedback on what learners have learned and been able to put into practice. 
· Collate and review feedback on learner outcomes and the quality of the service.
Professional development 
· Identify and implement plans for own training and development needs. 
· Keep up to date with money topics, available training materials and other resources. 
· Reflect on effectiveness of learning activities delivered and review training practice. 
· Prepare for and attend supervision sessions/team meetings/staff meetings as appropriate.
Staff/volunteer supervision 
· Line-manage [insert job titles]. 
· Ensure that a training and development plan is established for [insert job titles]. 
· Recruit, select, induct, train and supervise a small team of financial capability volunteers. 
· Ensure that ongoing development plans are in place for volunteers and/or staff.

Other duties and responsibilities 
· Uphold the aims and principles of the CAB service (or other organisation) and its equal opportunities policies. 
· Establish and maintain effective and efficient administration systems for the delivery of the project. 
· Use IT for statistical recording, record keeping and document production. 
· Carry out administrative tasks related to the job, such as photocopying learner evaluation forms, circulating attendance lists and confirming venues. 
· Participate fully in the life of the bureau/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. 
· Carry out any other appropriate tasks requested by the manager, to ensure the effective delivery and development of the service.
Person specification

· Ability to manage a complex project - including monitoring progress against objectives and working with a range of partners. 
· Ability to collect, analyse and present project data. 
· Ability to set up and use systems to collect, collate and share information about project achievements and outcomes. 
· Ability to keep basic financial records and monitor and control project budgets on a day-to-day basis. 
· Ability to market a new project. 
· Experience of establishing and developing partnerships with other agencies and joint working. 
· Understanding of theory and principles of adult learning and development. 
· Ability/experience of planning and developing learning activities. 
· Ability to sensitively empower and engage with adults who have had poor experiences of formal education. 
· A basic knowledge of the personal finance issues that affect adults at risk of financial exclusion. 
· Ability to recruit, induct, train and supervise a small team of volunteers and/or staff. 
· Understanding of and commitment to the aims and principles of the CAB service (or other organisation) and its equal opportunities policies. 
· A willingness to learn and develop and reflect on practice. 
· Excellent interpersonal skills, including the ability to relate to and work with a large variety of different people. 

· Ability to monitor and maintain own standards. 
· An ability and willingness to work both on own initiative and as part of a team. 
· Ability to self-motivate and organise a diverse workload. 

· Numerate and literate to the level required by the tasks. 
· Effective written and oral communication skills. 

· Ability to use IT applications to record statistics, produce documents and training materials, and keep accurate project records.
Recruiting Volunteers

Purpose of the role

Financial capability work gives people a basic financial education to help them make better budgeting, borrowing, saving and banking decisions. It aims to encourage people to manage their finances more effectively and help people take control before they reach crisis point.
The volunteer financial capability trainer role is to develop and deliver financial education in small group sessions to a variety of community audiences.
Main duties and responsibilities
Plan and deliver engaging financial capability sessions including:
· designing and/or selecting resources appropriate to the target audience 

· ensuring all resources are prepared in advance of a training session 

· ensuring feedback is received from those receiving training 

· maintaining accurate records of training sessions delivered and who has received the training, and producing reports when required 

· keeping up to date with developments in financial capability including attending appropriate training 

· attending bureau meetings and financial capability regional forums and other national events where appropriate 

· supporting other bureau work as required, for example providing referrals for advice appointments where appropriate.

Personal skills and qualities that a financial capability trainer needs
· A commitment to the aims and principles of the CAB service (or other organisation). 

· A commitment to equal opportunities. 

· Excellent communication skills; confident in talking to groups of people. 

· Friendly and approachable. 

· Able to work as part of a team. 

· Ability to empathise with the client group and respect different views. 

· A positive attitude to self-development and assessment. 

· Being flexible about travel and running training sessions at times and locations most accessible to client group.
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