SOCIAL POLICY WORKER ROLE PROFILE
Main purpose of the role: 

To co-ordinate and develop the social policy work of the bureau under the supervision of the Bureau Manager. 

Main responsibilities: 

· raise awareness of social policy work among paid and unpaid staff and trustee board members 

· assess the social policy training and development needs of advisers and Trustees

· organise or provide training to meet these needs 

· develop and maintain systems to ensure effective completion, storage and transmission to Citizens Advice of bureau evidence forms, (to enable retrieval, research and production of evidence) 

· monitor standards in completion of bureau evidence forms (see Evidence evaluation tool) 

· monitor and evaluate social policy trends and statistics 

· provide regular reports on social policy work to Manager and Trustees

· ensure systems are in place to inform advisers about current local/national social policy issues, including access to social policy bulletins, newsletters, and requests for evidence from Citizens Advice 

· liase with Citizens Advice social policy staff; attend social policy group meetings as arranged

· submit evidence to Citizens Advice on current social policy issues or campaigns as and when appropriate. 

· ensure effective publicity for bureau social policy work with local press, radio and TV 

· represent the bureau on social policy issues to outside organisations and the media 

· encourage the active participation of clients in social policy work 

· respond to issues of current concern and select priorities for action 

· establish effective working relationships with local voluntary and statutory agencies, press, TV and radio journalists, local MPs and councillors 

Skills knowledge and experience required to fulfill this role

· commitment to the aims, principles and policies of the CAB service 

· understanding of the importance of social policy work in the advice work process 

· commitment to challenging injustice 

· commitment to equal opportunities and anti-discriminatory practices 

· knowledge and interest in current local and national social policy issues and current affairs 

· ability to support, motivate and enable others 

· communication, negotiation and presentation skills 

· ability to analyse and evaluate, plan and produce written information and reports 

· skills in planning and in setting up effective systems for data collection, quality control, monitoring and evaluation 

· willingness to attend training and other meetings 

· ability to work as a member of a team 

· ability to network with community, voluntary and statutory organisations and other professionals 

The following optional specifications are dependent on the functions you want the post holder to undertake: 

· experience/ability to undertake media work (writing press releases, giving interviews for press, TV and radio) 

· experience/ability to identify training and development needs and in training others 

· experience in facilitating groups 

· experience/current skills in the use and application of IT (word processing, database etc.) 
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