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Person specification

1. Ability to commit to and work within the aims, principles and policies of the Citizens Advice service. 
2. A good, up to date understanding of equality and diversity and its application to the provision of advice. 
3. Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively. 
4. Ability to monitor and maintain own standards. 
5. Understanding of the main enquiry issues involved in assessing clients' problems. 
6. [bookmark: _GoBack]Understanding of the issues affecting society and their implications for clients and service provision. 
7. Ability to use IT systems and packages in the provision of assessments, including the ability to input data for record keeping and navigate online information systems. 
8. Interpersonal skills, including sensitive listening and questioning skills to understand the needs of others. 
9. Flexibility and willingness to work as part of a team. 
10. Ability to communicate effectively both verbally and in writing. 
11. Ability to assess client needs and identify relevant signposting information (electronic and written materials). 
12. Ability to work within guidelines, protocols and procedures. 
13. Ability to manage time effectively for the purpose of gateway assessment. 
14. A commitment to continuing professional development, including a willingness to learn and develop knowledge and skills in main enquiry areas. 
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