Citizens Advice Luton [image: inhouse_blue_large_Luton]Trainee Debt Initial Assessor 
Job Description

Salary:	£18,207 Per Annum (Pro Rata: £14,762 per annum)
Plus 6% employers pension contribution (after 3 months)
Hours:	30 Hours per week (over 5 days – 9am to 4pm) 

Assessing

· Assess clients’ issues using sensitive listening and questioning skills. 
· Identify key information about the issue including time limits, key dates and any requirement for urgent advice or action (using the Citizens Advice public site, scripts and any other diagnostic tools, as necessary). 
· Identify and summarise the essence of the problem. 
· Establish what the client wants. 
· Assess and agree the appropriate level of service, taking into consideration the client’s ability to take the next step themselves, the complexity of the problem and the bureau’s resources. 
· Complete the Citizens Advice Common Initial Assessment (decision tree) to ascertain next step for the client.
· Refer clients appropriately (both internally and externally) to suit clients’ needs following agreed protocols, including making arrangements and informing clients of what to expect. 
· Signpost clients appropriately to suit their needs, following agreed protocols. 
· Record information given during gateway assessment interviews onto gateway screens.  

Discrimination

· Identify if there is any question of discrimination. 
· Be aware of the bureau procedures for dealing with actual and potential discrimination issues.  

Research and campaigns

· Identify research and campaigns issues. 
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Professional development

· Keep up to date with legislation, policies and procedures and undertake appropriate training for initial assessments. 
· Read relevant publications. 
· Prepare for and attend supervision sessions / team meetings / staff meetings / external meetings as appropriate. 

Administration

· Use IT for record keeping. 
· Ensure all work conforms to the bureau's systems and procedures. 
· Ensure that work reflects and supports the Citizens Advice service's equality and diversity strategy. 

Other duties and responsibilities

· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues. 
· Demonstrate commitment to the aims and policies of the Citizens Advice service. 
· Undertake such other duties and tasks as may lie within the scope of this post. 
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