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JOB TITLE – STEPCHANGE REVIEW DEBT ADVISOR   

Job Title:
 Review Debt Advisor
Department: 
 Northern Ireland Debt Advice Partnership (NIDAP)
Reports to: 
 Advice Centre Manager 
Location:
LCDI Limavady 
The Organisation
Limavady Community Development Initiative (LCDI) is a charity, focused on serving the community of the Borough 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

  The project is delivered across NI by LCDI Ltd., based in our offices in Limavady.  The Debt Advisor will provide appropriate debt advice and support to clients who have contacted NIDAP with a query or debt problem. 
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 conduct review appointments with clients by telephone 

· To effectively analyse the information, prioritise debts and develop realistic budgets which fully reflect any changes in the client’s circumstances and ability to pay

· To present options available to the client for consideration giving full information on the advantages and disadvantages of each option and the possible action of creditors

· To action all client correspondence within prescribed NIDAP timescales
· To take appropriate action to amend deposits, in accordance with the NIDAP Policy

· To ensure weekly/monthly targets are met

· Manage your diary effectively

· To liaise and communicate with agents and external authorities as appropriate.

Administration

· To be familiar with and work in accordance with the latest versions of statutory regulation relevant to the money advice sector
· To assist with daily admin tasks. 
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, INCLUDING DETAILS OF SPECIALISED KNOWLEDGE AND SKILLS REQUIRED TRAINING AND DEVELOPMENT


	Educated to GCE A Level standard or equivalent
Two years experience in a welfare rights, financial advice or debt advice setting
Methodical approach to work
Good people management skills
Ability to present information in appropriate formats according to audience and fit for purpose
Analytical/problem-solving aptitude
Excel spread-sheet experience
IT literate
Ability to be pro-active and display initiative
Willingness to learn and acquire new skills

Organisational skills
	Knowledge of the NI debt recovery process
Knowledge of the Debt Advice sector

Telephone and Customer contact experience
	Application

Certificates

	SPECIAL SKILLS/ABILITIES
	Demonstrates understanding and commitment to supporting LCDI to meet its targets for success
Empathy whilst retaining an objective and realistic approach to individual circumstances
Good interpersonal skills, both verbal and written

Evidence of problem-solving decision making skills
Persuasion and negotiation skills

Confidentiality
Flexible
A professional and supportive team player who enjoys effective collaboration with colleagues

Good team player, but also able to work autonomously

Willingness to accept additional responsibilities
	Uses initiative


	Application Interview

References

	PHYSICAL MAKE-UP (I.E. SPEECH, IMPACT ON OTHERS, GENERAL PRESENTATION AND APPEARANCE


	Neat and well-presented

Clarity of speech

A skilled communicator

Punctual time keeper
	Positive role model
	Application

Interview

References

	ADDITIONAL REQUIREMENTS
	Ability to work core hours of the organisation 
Willing to play a part in the wider life of the LCDI community
	
	Application

Interview

References
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