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Debt Caseworker  

	Job title
	MaPs Debt Caseworker

	Reporting to
	Debt Team Leader

	Hours
	37 hours 

	Starting salary
	Trainee rate £26,560 rising to £29,560 pro rata per annum

	Contract
	To 31st March 2026, this may be extended subject to funding

	Work base
	Bridlington or Beverley

	Responsibilities 
	
	

	
1. 	Casework
1.1	Provide casework covering the full range of debt and insolvency advice.
1.2	Act for the client where necessary, drafting letters, submissions and financial statements and carrying out any calculation as appropriate.
1.3 	Negotiate with third parties as appropriate on behalf of the Client.
1.4 	Ensure income maximisation through the take up of appropriate benefits.
1.5 	Prepare and present cases to the appropriate statutory bodies, tribunals and courts as appropriate.
1.6 	Assist clients with other related problems where they are an integral part of their case and refer to other advisers or specialist agencies within CAHER or external organisations as appropriate.
1.7 	Attend outreach sessions and undertake home visits as necessary.
1.8	Ensure that all casework conforms to the organisation’s office manual and the Specialist Quality Mark requirements.
1.9	Maintain case records for the purpose of continuity of casework, information retrieval, and statistical monitoring and report preparation.
1.10	Contribute to reports for the Project Lead, Head of Specialist Advice Services and Trustee Board as requested.


	
2.	Research & Campaigning
2.1 	Assist with research and campaigning work by providing information about client’s circumstances, statistical information and nature of cases.
2.2 	Assist the line manager to monitor service provision to ensure it reaches the widest possible client group.
2.3 	Alert other staff to local and national issues.



	
3. 	Professional Development
3.0	If applicable, complete full Debt casework training and successfully pass Money Advice Service (MAS) accreditation requirements for caseworkers within 6 months of starting post. Full training and support is provided.
3.1 	Keep up to date with legislation, case law, policies and procedures relating to money advice, and attend appropriate training.
3.2	Read, understand and apply information from relevant publications.
3.3 	Attend relevant internal and external meetings as agreed with the line manager and the Senior Management Team.
3.4 	Prepare for and attend supervision sessions.
3.5 	Assist in initiatives to improve service.


	
4. 	Administration
4.1 	Use IT, for statistical recording, record keeping and document production.
4.2 	Maintain reference material and local information systems.
4.3	Ensure that all work conforms to Citizens Advice’ administrative policies, procedures and the direction provided in the Office Manual.


	
5.	Other duties and responsibilities 
5.1 	Uphold the aims and principles of the Citizens Advice service or other employing agency and its equality and diversity policies. 
5.2 	Abide by health and safety guidelines and share responsibility for own safety and 	that of colleagues.
5.3 	Maintain and develop a close liaison with the relevant external agencies, and 		represent the service as appropriate.

5.4	In addition to the tasks and duties listed in the job description, to undertake such duties as may be identified and which are generally compatible with the functions of the post.






A job description does not constitute a ‘term and condition of employment’. It is provided only as a guide to assist an individual in the performance of the job and is not included to be an inflexible list of tasks.
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Person Specification

This criteria is used to assess at the shortlisting stage.  Please give examples of these points on your application form.  

Attitudes

1. Have an understanding of and a commitment to the aims, principles and policies of the Citizens Advice service and a strong and impartial commitment to assisting individuals with Wealth, Income and insolvency problems.

Knowledge and Experience

2. Knowledge of the current law in relation to Debt, and how other areas of advice interconnect with money advice.

3. Ability and willingness to learn to deliver full range of Debt Casework and representation on behalf of clients (and successfully complete the MAPS accreditation requirements) within 6 months - full training and support provided.

Skills and Ability

4. Effective oral communication & written skills with particular emphasis on negotiation and representation, preparing reviews, reports and correspondence. 
5. Good numeracy skills with the ability to carry out efficient calculations and prepare financial statements or budgets for clients.

6. The ability to prioritise tasks, to identify and work to deadlines and to manage time effectively under own initiative. 

7. Experience of working to achieve targets set by your line manager or funding body and ability to maintain & manage a caseload within agreed procedures.

8. Understanding the issues involved in interviewing clients.

9. The ability to work effectively as part of a team but with minimum supervision.

10. The ability to support colleagues, give and receive feedback objectively and a willingness to challenge constructively.

11. The ability to liaise with creditors, statutory agencies and other voluntary sector agencies.

12. The ability to use IT in the provision of advice and the preparation of statistical reports and submissions.  Being conversant with MS365 Office, Word, Outlook and Excel.

13. Demonstrate an understanding of social trends and their implications for clients and service provision.
14. Ability to travel to outreach sessions and home visits in Hull and the East Riding.	

Desirable requirements:


15. Experience of advocacy and representation.

16. Experience of providing financial capability/money management advice to a wide cross-section of the community.

17. One or more years’ experience of full range of Debt casework and representation on behalf of clients.
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