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GORDON RURAL ACTION
JOB DESCRIPTION


EMPLOYER 				Gordon Rural Action 

POST TITLE 				Advice & Support Team Manager

LOCATION 				Huntly (with travel to Inverurie & Ellon)

REPORTING TO 			Management Team/Board of Trustees 

HOURS 				37.5hrs per week

PAY 					£28,000 - £30,000 per annum

JOB PURPOSE 
Gordon Rural Action is a charity with a long and successful track record of operating across central Aberdeenshire, providing free, confidential, impartial and independent advice on a range of issues including benefits, debt, housing, employment and consumer problems for almost 40 years. Our aim is to improve the quality of life for individuals within our local communities. 

In recent years, we have seen the loss of some long standing members of our Senior Advice Team.  The Board of Trustees at GRA have taken this as an excellent opportunity to restructure the organisation and create a new, robust and multi skilled team of advisors to deal with increasing demand from our clients. 

The Advice & Support Team Manager is a new and challenging role for anyone with a proven track record in the advice sector, taking their extensive experience to Gordon Rural Action to build a new team of qualified professional advisors to serve the communities of Central Aberdeenshire.  The suitable candidate with have a wealth of experience in advice provision across a wide range of issues including:  Welfare and Benefits, Consumer Issues, Debt, Housing and Employment Law.  

This is an exciting opportunity for an ambitious individual looking to further develop their skills in Advice Centre Management.   The suitable candidate will have the opportunity to build their own team of Advisors, provide training and advice to staff, and work with the Management Team and Board of Trustees at GRA to create progressive and dynamic Advice Centres across Aberdeenshire.


KEY TASKS

· Overall Responsibility for the day to day running of our Advice Centres in Huntly and Inverurie
· Liaise closely with advice teams across our advice centres to establish operating practices, priorities and quality standards
· To design, review and monitor the training matrix for the advice team members to ensure the development of advice staff and volunteers


· Design and Implement a system of regular staff appraisals/support and supervision sessions for the advice team
· Work with senior advisors/team leads to ensure consistency and cohesion across both advice centres, whilst working to allow autonomy based on local priority and need
· Provide one to one advice to our clients as and when required



STRATEGIC RESPONSIBILITIES

· To periodically evaluate the package of advice services on offer at our advice centres and establish new areas of advice activity/services as evidenced by client demand and external market forces
· To continually keep abreast of any updates or changes in the wider advice community to ensure that practices and quality at GRA are up to date and of the highest standards across the sector
· To work with the Management Team and Board of Trustees to develop new projects and grant/funding proposals
· To ensure that the advice centres have the necessary resources to carry out their duties to the highest standards
· To work with the Management Team/Board of Trustees to complete our National Standards Accreditation and Implement all systems in line with this
· To complete the transition of our paper filing systems to an online case recording system, driving efficiencies across our advice centres

 

OTHER
· Undertake any training and professional development as and when required
· Undertake any other reasonable duties, commensurate with the job title as may be determined by the Line Manager

. 

ADDITIONAL REQUIREMENTS
· This role will require travel between sites and to events or training
· This role will require weekend/evening working on occasion
· This role will require the candidate to have a Full Clean Driving Licence and access to a car at all times



[bookmark: _GoBack]Please note that all Application Forms must be completed in writing including a detailed covering letter, and returned to:   Diane Mathieson, Gordon Rural Action, 55 Gordon Street, Huntly, Aberdeenshire, AB54 8EQ no later than 12.00pm on Friday 30th August 2019.
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