Job Description and Person Specification
Advice Session Supervisor
Hours: Monday 9am – 4.30pm and Tuesday 9am – 2pm
Grade/Salary: £10.39 per hour
Location: Based at Huntingdon but may be required to work at any other CARC location to provide ASL cover.  (Travel expenses to other locations will be paid).

Reporting to: ASM

Management Responsibility for: Volunteer Advisers, Gateway Assessors, Receptionists and Administrators at the site/outreach.

Role Purpose: To ensure the service is open and accessible at specified times.  To ensure the team of volunteers feel fully supported and empowered and delivers an excellent service which is client-focussed and professional.  To make the working environment a rewarding and enjoyable place to work and volunteer.
Service Delivery: 

· Open and close the service in accordance with agreed procedures and, during opening hours, manage the day-to-day operation of the site.

· Ensure all clients receive a warm and friendly reception and gain a positive image of the service.

· Ensure all relevant policies and procedures are followed during the advice session and be accessible to volunteers to give support on advice and referral to specialist advice where required.  
· Undertake advice work as and when required.

· Ensure the quality of advice given to clients meets the required standards by initial observation of interviews and ongoing case checking, giving constructive feedback and support to improve and maintain standards.

· Ensure that appropriate systems are maintained for case recording, statistics, follow-up work and quality control.

Social Policy and Monitoring: 
· Ensure that all volunteers identify SP issues work by providing information about clients’ circumstances through the appropriate channel.

· Participate in local, regional and national campaigns as required.
Administration: 
· Maintain and monitor effective and efficient administrative systems.

· Monitor H&S policy with regard to staff, equipment and premises within statutory requirements.

Marketing and Promotion of Service:

· Work in partnership with other organisations to allow clients the greatest access to advice services.

· Support ASL/ASM in activities that promote the service to the local community.

Other Duties and Responsibilities:
· Attend regular team meetings.

· Carry out any other tasks which may be within the scope of the post to ensure the effective delivery and development of the service.

Person Specification:

· Ability to support the volunteers with relevant knowledge on advice work and knowledge on where to seek specialist support.

· Recent and ongoing experience of advice work.

· Ability to inspire and motivate a team of volunteers and staff to provide excellent client services.

· Ability to develop a sense of teamwork with a positive working environment.

· Recognition of individual needs of volunteers and staff and work to develop skills.

· Effective day-to-day supervision of issues, remaining calm and in control at all times.

· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively.

· Understanding of the importance of support, development and motivation.

· Effective communication skills at all levels and both orally and in writing.

· Understanding of the issues involved in interviewing clients.

· Ability to use IT in the provision of advice.

· Ability and willingness to work as part of a team and showing appreciation of others’ contributions.
· Ability to monitor and maintain recording systems and procedures.

· Understanding of the issues affecting society and their implications for clients and service provision.

· Understanding of, and commitment to, the aims and principles of the CAB service and its equal opportunities policies.

· Ability at all times to create a positive image of the service with volunteers, staff, clients and external partners.

