
 

Job description and person specification 

  

Job Title Trainee Money and Debt Specialist Adviser  

Reporting to Service Manager  

Hours 37.5 hours per week Monday to Friday 

Salary £ 27,477 starting salary    

Pension 5% employer contribution 

Location Somerset – allocated main office location (Taunton, Bridgwater or Yeovil) 

with occasional home working 

The Role This is an opportunity to begin a career in the money and debt advice sector 

providing life changing help for those struggling with money worries.    

 

Trained through the industry qualification programme (paid for by us) and 

mentored by our experienced debt caseworkers you will learn from the very 

best.  Training will run for a 12-month period, during this time you will 

complete the taught modules, shadow debt advice sessions, assist debt 

caseworkers and move into supervised debt advice when ready. 

 

This is a rewarding role supporting people in Somerset through providing 

them with money, debt, budgeting and income maximisation advice.  

Successful debt specialists are confident, empathetic and exceptionally good 

at working to very high standards of accuracy and detail.    

 

The role can be hybrid (some home and some office-based working) but we 

will require candidates to be present at one of our main offices once each 

week.  Offices are in Yeovil, Bridgwater,  Taunton. 

 

Role Responsibilities  

1. Our values 

▪ Work within the ethos and values of Citizens Advice Somerset  

▪ Develop positive, trusting and professional relationships with clients, 

colleagues, partners and external agencies    

▪ Always demonstrate a commitment to the aims, principles and policies of the Citizens 

Advice Service and our Equity, Diversity and Inclusion policies 

▪ Provide peer support and guidance to other less experienced staff and volunteers.  

 

2. Advice and Casework (once trained) 

▪ Provide money advice and casework covering the full range of debt advice topics 

including priority and non-priority debt and money advice issues    

▪ Identify urgent situations and ensure any possible action is taken immediately  



▪ Assist clients with related issues integral to their debt case such as welfare benefits 

advice, housing, other financial matters and income maximisation (incorporates 

applications for grants and other welfare schemes)   

▪ Work with the client to draw up an agreed financial statement incorporating the 

Standard Financial Statement   

▪ Enable clients to identify and explore various options they may have in addressing 

their situation explaining the consequences and limitations of each option  

▪ Assist clients in the calculation of offers to priority and non-priority creditors with 

reference to their Financial Statement.    Where appropriate undertake negotiations 

with clients’ creditors and other relevant bodies and/or act for the client by drafting or 

writing letters and telephoning and negotiating with third parties as necessary  

▪ Prepare and present cases to the appropriate statutory bodies and courts as required 

including DRO, Breathing Space and bankruptcy applications  

▪ Maintain timely, accurate and detailed case records and adhere to administration 

systems  

▪ Maintain statistical information and other required documents and undertake client 

feedback surveys and facilitate client evaluation   

▪ Manage an agreed caseload of debt and money advice cases  

▪ Ensure all work casework conforms to Operational Policy including meeting the 

requirements of the Advice Quality Standard, FCA and MAPS    

▪ Provide basic welfare benefits advice to clients, to include assessing eligibility for 

benefits, better-off calculations and other income maximisation advice  

▪ Assist clients with other problems, referring to other advisers and/or agencies as 

appropriate  

3. Research and Campaigns 

▪ Identify and take-up research and campaigns issues, of both local and national 

importance  

▪ Provide reports periodically to the Service Manager and trustee board  
 

5. Personal and professional development 

▪ Complete induction and essential debt adviser training to obtain the skills required for 

the role.  

▪ Commit to regular mentoring and other training updates to maintain and develop your 

knowledge and skills in accordance with the Citizens Advice standards of practice.   

▪ Undertake relevant training within guidelines issued by national Citizens Advice. 

 

6. Other duties  

▪ Uphold the aims and principles of Citizens Advice and our commitment to equity, 

diversity, inclusion and empowerment 

▪ Abide by health and safety guidelines and share responsibility for your own safety and 

that of colleagues   

▪ Ensure the highest standard of consideration and respect to all stakeholders of the 

Citizens Advice Service, including clients, volunteers, colleagues and funders.   

▪ Carry out any other tasks and support Citizens Advice work as necessary.  



 

Please note that this 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 intended to be an inflexible list of tasks. 

Person specification  

About you  Shortlisting 

matrix 

 A commitment to completing training to the scheduled timetable 

and demonstrable ability to learn in a working environment  

Essential 

Application  

 Excellent interpersonal, communication and customer service skills. 

A clear and confident communicator able to support our clients in a 

respectful and sensitive manner and help navigate them through 

what can be a challenging process.  

Essential 

Application and 

interview  

 Confident working effectively in a busy organisational environment, 

working to tight deadlines with high levels of accuracy and 

attention to detail. 

Essential 

Application and 

interview  

 Experienced and competent use of IT systems, cloud-based 

software and other office applications – including Word and Excel.  

Essential 

Application and 

interview  

 The ability to maintain accurate and professional records and 

follow regulated procedures and data processing activities to the 

standards of the financial conduct authority (the Regulator)    

Essential 

Application and 

interview  

 Demonstrable evidence of excellent written and administrative 

skills (drafting professional standard client and creditor 

communications  

Essential 

Application and 

interview  

 High standards of numeracy and literacy and a level 2 English and 

Math equivalent   

 

Essential 

Application  

 Ability to work effectively as part of a team and to use your 

initiative to prioritise work whilst also supporting colleagues with 

their workload.   

Essential 

Application and 

interview  

 An awareness of confidentiality and data security, with the ability to 

uphold policies and working practices to the highest 

professional standards.   

Essential 

Application and 

interview  

 An understanding of, and commitment to, the aims, principles and 

policies of the Citizens Advice service and the positive value of 

equity, diversity and inclusion  

Essential 

Application and 

interview  

 An ability and willingness to attend a main site once per week and 

to travel and attend meetings, training sessions or to provide 

advice appointments with prior notice  

Essential  

Application  

 

 


