Volunteer Adviser

14y Barking & . .
=L\ (<3 Dagenham Training &

Development Scheme

Thank you for your interest in volunteering with us. This pack

gives you everything you need to know about our best practice scheme. This includes
the benefits you will get, what you can expect from us and what we can expect from
you.

Og About Citizens Advice Barking & Dagenham (CABD)

Citizens Advice Barking & Dagenham ‘CABD’ has two service aims:
+ To provide the advice people need for the problems they face - helping people
to find a way forward
« Improve the policies and practices that affect people's lives - using evidence to
make things better for people

Citizens Advice Barking and Dagenham is located in London’s poorest most deprived
borough. Every year, we support thousands of people in need, from managing money
to understanding their housing rights; from navigating benefit rules to clarifying their
employment rights. Vital to this work is our ability to give people a voice and a chance
to make things better.

The environment of welfare to work and legal aid cuts since at least 2013 means that
local demand for our services is high. The Covid-19 pandemic, Cost of Living Crisis
and continuing welfare to work reform is making things much harder for the people.
We have a core committed to helping as many people access advice as possible.

We are a London Legal Support Trust Centre of Excellence and frequently win awards
for the quality of our legal advice work.

e Money Planner of the Year finalist 2017/18 at the National Finance Awards for
our generic financial advice work

e The London Legal Support Trust Centre of Excellence status 2017/18 for our
specialist legal work

e Legal Aid Not for Profit Lawyer of the Year finalist 2018/19 - for our Housing
legal work

e Queen Mary University of London Pro Bono Family Lawyer of the year 2019/20
for our family legal work

e Money Planner of the Year winner in 2019/20 at the National Finance Awards
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e Legal Aid Not for Profit Lawyer of the Year finalist 2020/21- for our Housing

legal work

e Law Works Awards recommendation for best partnership 2020/21 with LBBD
legal department also winning an award for their CSR contribution for our DV

Flag Project

® Family Law Associate of the Year 2021/22 at National Family Law awards for our

family legal work

® Anne Estlea Achievement Award 2024 for women's empowerment work in

Barking & Dagenham

We employ a solicitors, lawyers and trainee solicitors. If your ambition is to become a
solicitor, we can provide you with SQE experience.

Og About Citizens Advice National

The Citizens Advice service is made up

of Citizens Advice - the national charity

- and a network of around 300 local
Citizens Advice members.

This role sits our network of
independent charities, delivering
services from

e over 600 local Citizens Advice
outlets

e over 1,800 community centres,
GPs' surgeries and prisons

They do this with:

e 6,500 local staff
e over 23,000 trained volunteers

Our reach means 99% of people in
England and Wales can access a local
Citizens Advice within a 30 minute
drive of where they live.

Winess

Mational Citirent
Anvice

All criminal
courts in England
and Wales

280 local Citirans
Adwvice

Advocacy and
policy change
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3 things you should know about us

We're local and we're national. Citizens Advice is a membership body consisting of 6
national offices and around 300 independent local Citizens Advice services across
England and Wales. Citizens Advice Barking and Dagenham works within the local and
Pan London network and is an independent charity in its own right.

We're here for everyone. Our advice helps people find a way forward. Whatever the
problem, we won't turn people away.

We're listened to - and we make a difference. Our trusted brand and the quality of
our work means we make a real impact on behalf of the people who rely on us. Our
Research and Campaigns team work to raise key issues both locally and nationally

For more about us

e About Barking & Dagenham www.lbbd.gov.uk/statistics-and-data
e About Citizens Advice www.citizensadvice.org.uk/about-us/

e About Citizens Advice Barking and Dagenham www.bdcab.org.uk

About our Volunteer Adviser Scheme

Goals
e play an essential part in helping people to find a way forward, whatever their
problem
e help meetincreasing demand for our services in a challenging environment for
residents
o develop ability to deliver the social welfare information & advice our clients and
communities need

e participate in service development including research, campaigns and other
that builds skills, abilities & services

You may have lived experience of legal and justice issues and/or have studied law.
You might want work or SQE experience, you might already have a lot of advice
experience and want to develop this further.
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If you are interested in developing advice skills and committed to helping people with

social justice and legal issues then we want you to volunteer.

Underneath the goals above, we will set specific KPI targets for all advice volunteers to
aim for and achieve during your time with us.

Whether you know nothing or know a lot, our learning, development and training
pathway will enable you to quickly start to deliver quality information & advice local
residents need.

After that we tailor our advice and casework delivery to match your commitment,
personal interests and development ambitions.

Personal, Work & Career Development Opportunities

Your decision to volunteer already demonstrates a deep commitment to building a
better society. It also opens up new interests, work or career opportunities.

e If you don't care about work & career pathways, helping people get good social
justice and legal outcomes is always satisfying

e Ifyou are notin alaw education pathway, your work counts towards qualifying
as a Citizens Advice adviser & get paid work with us, another local office, law
firm or legal charity

e Ifyou arein alaw education pathway your work could count as SQE ‘Qualifying
Work Experience’ we make sure it is valued and counted as such

82% of people who volunteer with us move into paid work. Employers across the
charity, public & private sector prize highly job applicants with Citizens advice training
and experience. The high quality of the training & skills development we provide is
transferrable to many jobs whether in law, advice, customer service, research & policy
or wider.

This is because this volunteering opportunity, enables you to build a range of

professional skills and competencies which directly enhance your current and future
potential.

1. What we need from you
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We have minimum requirements that we need from of you.

1.1 Commitment to Routine Attendance at least 1 day a week

A minimum of 1 day, 7 hours per day in the week is the minimum we need and that
this is kept to. Once you start, you can change your days or hours with advance notice
to us. Adayis 7 hours & a half day is 3.5 hours. This includes breaks.

e our office is open Monday to Friday 09.30 to 17.30 every week except bank
holidays

o our office hours for volunteers are 09.30 to 17.00

e alternatively you can decide to do half days e.g. 09.30 to 13.00 or 13.00 to
16.30 or 14.00 to 17.30

Any volunteering time you can commit to above the minimum commitment is
desirable. The more time that you volunteer for us, the faster your development will
be the above is a minimum.

1.2 Commitment to continuous e-learning & training

You will need to complete a schedule of e-learning and other training on a timely
basis. This will cover:

e office and quality compliance

e advice knowledge and skills development

The time you will need to do our training is:
e 2days+in month 1-2
e 1 day+ in months 3 onwards

You can do some of this when you are in our office. But to move to advice delivery as
quickly as possible, we need you to do the e-learning training remotely outside of your
office hours.

2. What you can expect from us

See above:
e The timely completion of training is essential for your role development &
progression in line with scheme goals
e Routine attendance on days & times agreed settles you into a good work
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focused routine during your time with us

In turn our commitment to you is:

2.1 A tailored development plan - this is also matched to the service delivery and
supervision resources available on your day(s)

2.2 E-Learning & Training schedule -the supports your tailored plan

2.3 Supervision and support - that can efficiently focus your time to develop the
practical skills you need for service delivery & development

e Allyour day to day practical office work with us will be guided and supervised
by our Advice Supervisors

e In addition, you will have a named ‘main’ supervisor who will liaise with you
more closely, monitor progress to the tailored plan and can provide and
coordinate support and mentoring

e The tailored pathway enables you to obtain SQE ‘qualifying work experience’
&/or work towards a Citizens Advice adviser certificate (optional) &/ or meet
personal development ambitions

Want to Apply?

If you can commit to our requirements above and want to become a volunteer
adviser with us then please see below.

L=\ Volunteer Adviser Role Specification these are the essential entry

level requirements we need from you
Essential Requirements of this Role

1) A Commitment to social justice

2) A Commitment to equality & diversity

3) A Commitment to good Customer service & customer experience
4) A Commitment to continuous learning & improvement

5) Basic literacy, language & numeracy

6) Ability to use IT systems and packages
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7) Ability to pay attention to detail

8) Good communication skills

9) Able to give and receive feedback objectively and sensitively and a willingness
to challenge constructively.

10)Good ability to work as part of a Team

Desirable Requirements of this Role
- Resident in Barking & Dagenham or surrounding areas of London or
Essex
- GCSE (equivalent) or above

E Complete a Volunteer Application

If you meet the requirements of the role - we really want to hear from you!

Please complete our volunteer application form, tell us about you and show to us that
you can meet the essential requirements of this role.

Email your application to office@bdcab.org.uk

What happens next?

Once we've reviewed your application, we'll be in touch. If you are shortlisted we will
invite you to an informal interview, either online or in-person, to get to know you
better. .

We will ask you about any additional support needs you think we should know
about in order to enable you to participate in an interview.

If you're successful at the interview, we will ask if you can provide us with ID
(ideally photo ID, but don't worry if you haven't got this, we can discuss other
options as this isn't a barrier to volunteering with us).

We will also ask you for the names and contact details of two people, who know
you in a work related, academic or professional capacity. This could be an
employer, teacher, tutor, a colleague, or former-colleague where you have worked
or volunteered before. It could also be someone who knows you well (but not a
member of your family). There is no expectation or requirement for you to do so
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