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	ROLE DESCRIPTION



	POST TITLE:
	Community Advice Champion

	RESPONSIBLE TO:
	Volunteer Coordinator – Catherine Coleman


	Main Purpose 


	This role supports the work of two charities Southern Brooks Community Partnerships and North Bristol Advice Centre. Both charities are working in partnership to offer a service which reaches the people who need it most. 
The aim is to reach people living in communities across North Bristol and South Gloucestershire who do not currently access support and/or advice around welfare benefits and debt by developing a support programmes in partnership with community groups and organisations within the local priority areas. 
Role of Community Advice Champion Volunteer 
· Deliver 1:1 support to individuals, providing advice in the areas listed below and signposting to other services. 
· Keep up-to-date accurate records and notes

· Record all meetings and complete relevant paperwork
· Attend relevant training and ongoing supervision

Topics of advice support – (volunteers will receive full training to be able to deal with these areas)

· completing welfare benefit form

· Completing charity applications

· Help with client paperwork as requested

· Make phone calls with client to utility companies, phone companies, internet providers etc

·  Completing standard forms e.g. disabled parking badge applications, bus passes, passport applications

· Signposting to other services which might be relevant to the client e.g. North Bristol Advice Centre 



	Support and Training
	· Introduction to Southern Brooks Community Partnerships and its services
· Introduction to North Bristol Advice Centre and its services

· Basic intro into welfare benefits, how to complete forms,
· Charity Appliations, Bristol Water, financial statements

· Introduction to Debt support 


	General accountabilities


	To carry out the role in compliance with the organisation’s policies and procedures, e.g. safeguarding and data protection, and its commitment to equal opportunities.


	Special notes and conditions
	All volunteers are offered the opportunity to work across the team for special events as and when requested.
If you use your vehicle on authorised Southern Brooks Community Partnerships  business you will receive a mileage payment.  The allowance is provided on the condition that your own insurance covers you for business use and indemnifies  Southern Brooks Community Partnerships  against claims (including those concerning passengers) arising out of the use of the vehicle on official business.
Southern Brooks Community Partnerships is committed to safeguarding and promoting the safety and welfare of children, young people and vulnerable adults.
All volunteers recruited are subject to a Disclosure and Barring Service Check (DBS) and are exempt from the Rehabilitation of Offenders Act. All offences will be considered. 




	Skills and Qualities we’re looking for in Volunteers


	Skills
	· Excellent verbal and written communication skills
· Good IT skills and able to complete complex forms
· Ability to work and communicate with people from a range of diverse backgrounds and cultures



	Personal Qualities
	· Well organised 

· Empathic and non-judgemental
· Committed to the ethos and values of community development

· Committed to Equal Opportunities
· Desire to learn and support others


	Desirable
	· Understanding of confidentiality, data protection and information sharing
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