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	DIRECTORATE: Health and Social Care                                                 
	SECTION: Health Improvement


	JOB DETAILS:

Job Title:



Debt Adviser (Early Help)


Grade:



3B
Location of Work:




Directly responsible to:

Senior Debt Adviser
Directly responsible for:




Possible Promotion to:

Senior Debt Adviser
Hours of Duty:


36

Post Ref No:







	PRIMARY PURPOSE OF THE JOB:
1) To provide a comprehensive Debt Advice Service to those who live or work in the City of Salford.
2) To provide Debt Advice, Benefits Advice, budgeting advice to those identified by Helping Families as part of the Early Help core offer.


	MAIN DUTIES AND RESPONSIBILITIES/ACCOUNTABILITES:

Professional

1) 
To provide accessible and high quality Debt advice to people who live or work in Salford focusing upon those vulnerable families identified by Helping Families including telephone advice, home visits and interviews in a variety of local authority and other settings. 

2) To undertake casework including income maximisation, preparing realistic financial statements, outlining potential strategies for the resolution of clients’ debts and negotiating with creditors.

3)  To prepare cases for court where necessary including researching relevant case-law, preparing affidavits and representing clients at court hearings.
4) To keep abreast of developments in credit and debt recovery case-law eg. to understand, interpret and advise on the implications of relevant case-law precedents.
5)   To liaise with creditors and benefits administrative agencies.
6)   To develop and maintain contacts with relevant agencies and staff who work with key vulnerable groups eg. elderly, families on low income, young people, ethnic minorities. 

7)  To design and deliver appropriate training on debt issues to City Council staff, advice providers and other agencies.
8)  To publicise and promote the Service through talks and contact with groups in the City.
9) To promote debt awareness, financial inclusion and to contribute to developing policies which promote ‘good practice’ in debt recovery.  


General

1) To ensure that all administrative and organisational tasks associated with the work are performed efficiently.

2) Undertake any other duties that may be assigned to the post-holder by the Director of Health and Social Care, Assistant Director, Principal Officer or line manager from time to time.

3) The post-holder shall carry out his/her duties with full regard to the City Council's Equal Opportunities Policy.

4) To require and ensure all information received and disseminated, whether verbal or written, concerning all employees, prospective employees or clients, is treated in the strictest confidence, and that all such information held is regulated and controlled in a similar manner.

5) To act at all times with due regard to the Authority's Health and Safety Policies and related Codes of Practice.

The details contained in this job description, particularly the principal accountabilities, reflect the content of the job at the date the job description was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change; existing duties may be lost and other duties may be gained without changing the general character of the duties or the level of responsibility entailed.  Consequently, the Authority will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.




Date Job Description prepared/revised:

16th March 2017
Prepared/revised by:
Richard Bundy 

Principal Officer (Welfare Rights & Debt Advice)
Agreed Job Description signed by Holder:
​​​​​​​​​​​
​_____________________
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