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JOB TITLE – NEIGHBOURHOOD RENEWAL OFFICER   

Job Title:
 Neighbourhood Renewal Adviser
Department: 
 Advice
Reports to: 
 Advice Centre Manager
Duration:             until 31st March 2019 (with possible extension, subject to funding)

Location:
LCDI Limavady and outreach locations as required
The Organisation
Limavady Community Development Initiative (LCDI) is a charity, focused on serving the community of Limavady.  The organisation was founded in 1987, by a group of local people concerned at the high levels of unemployment in the area.  Some of those founder members are still with us today.  The emphasis in those early days was on creating job opportunities.

We currently employ 60 people, delivering an innovative range of community projects throughout the borough and beyond.  We are one of the largest community groups in NI, and our success is testament to the commitment and passions that we have for our work.

LCDI is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  The Organisation also expects all staff and volunteers to share the Organisation’s commitment to Equal Opportunities within the workplace.

Job overview

To deliver our specialist, free, confidential and independent Advice Service to people across Limavady and the Causeway Coast & Glens Borough Council area with a special focus on and outreach service to the Limavady Neighbourhood Renewal Area, covering a wide range of issues including welfare benefits, employment rights, consumer issues, appeal tribunals, debt, family issues etc
Job Description 

The following section outlines a more detailed, but not exhaustive, description of the duties pertinent to this post. 

Key Responsibilities 
Main Responsibilities:

· To advise, support and direct clients appropriately (either via telephone or face to face) on a wide range of issues including welfare benefits, employment rights, consumer issues, appeal tribunals, debt, family issues etc 

· To carry out all follow-up work and administration, including preparation for interviews and reviews

· To represent clients at tribunals as required
· To maintain comprehensive and up-to-date confidential case records for all clients using the Advice Pro case recording system

· To identify, record and follow up social policy issues as they arise and LCDI considers appropriate 

· To extend access to advice to targeted communities within the NRA

· To use effective and appropriate referral mechanisms

· To assist the Advice Centre Manager to collect statistics on service usage, benefit take-up and financial/non financial outcomes achieved by the advice service and carry out periodic client profiles and customer satisfaction surveys
· To assist the project manager to prepare reports and to provide documentation required by the funding bodies or other stakeholders
· To keep updated with the changes to the welfare benefits system 

· To address information gaps or meet specific needs

· To prepare articles, press-releases and other reports as directed by the Advice Centre Manager

· To ensure that the Advice Centre Manager is informed of any training requirements or gaps in knowledge

· To participate fully in training programmes, both internal and external, as arranged by the line manager

· To contribute to the development and implementation of a promotional strategy relating to the advice service

· To attend team meetings and adviser forums as required and participate in quality assurance 

· To represent LCDI to appropriate outside bodies and co-operate with other relevant agencies 

· To use new technology following appropriate training and where technology is available

· To carry out general clerical duties such as typing, word processing, photocopying, filing and handling of post

Health & safety

· To comply with all health and safety procedures as required by the Organisation
Safeguarding
· All employees have a duty for safeguarding and promoting the welfare of all vulnerable individuals.  Staff must be aware of the organisation’s procedures for raising concerns about welfare and must report any concerns to the Designated Person without delay.   Staff must also ensure they complete the appropriate level of safeguarding training identified by the organisation as relevant to their role.
The post holder will also: 

· Work within the guidelines and policy and procedure requirements laid down by LCDI policies in such matters as Safeguarding, Health and Safety, Risk Management and Equality and Diversity
· Demonstrate day to day commitment to LCDI’s Core values of Excellence, Care and Community
· Be required to carry out such reasonable additional duties as may from time to time be determined by the Board of Director’s or General Manager
· Participate in LCDI’s Staff Appraisal Scheme as required and attend training and development as appropriate to the role
· To promote the good name of LCDI through conduct towards visitors, agents and other parties, and in attendance at LCDI events
· To adhere at all times to LCDI standards. 

Person Specification
	CRITERIA


	ESSENTIAL
	DESIRABLE
	Assessed

From:

	QUALIFICATIONS AND EXPERIENCE
	5 x GCSE’s Grade C or above to include Maths and English
2 years experience (paid or unpaid) of dealing with the public (face to face and/or telephone) in an advisory capacity
Excellent people and resource management skills

Ability to present information in appropriate formats according to audience and fit for purpose

Analytical/problem-solving aptitude

IT literate

Ability to be pro-active and display initiative

Willingness to learn and acquire new skills

Organisational skills
	Co   Law Centre (WRAP),  NIACAB (ATP) training or relevant equivalent

Third level or degree standard
So   Sound knowledge of the social security system 

Ca    

	Application

Certificates

Interview

References

	SPECIAL SKILLS/ABILITIES
	Demonstrates understanding and commitment to supporting LCDI to meet its targets for success

Good interpersonal skills, both verbal and written
Confidentiality
A professional and supportive team player who enjoys effective collaboration with colleagues  but also able to work autonomously
	Ca   Case recording experience (for example Advice Pro or CARMA)

Research Skills

Sound knowledge of the advice sector in Northern Ireland
	Application Interview

References

	ADDITIONAL REQUIREMENTS
	Ability to work core hours of the organisation 

Driving licence/access to car
Flexibility for cover                                                                                                                                                         
	
	Application

Interview

References
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