NORWICH & WEST NORFOLK CITIZENS ADVICE BUREAU

SUPPORT WORKER –DEBTLINE ADMINISTRATOR
JOB DESCRIPTION

Title of Post:
Debtline Administrator
Responsible to:
Debt Manager 
Agreed Shifts:
Negotiable
Main purpose of post


To assist with Administration for the Debtline and FIF Team
1.0


General

1.1
To work within the Aims & Principles of the Citizens Advice Bureau.

1.2
Undertake necessary training/development as identified.

2.0
Core Duties (when required)

2.1                         A large part of the job will be concerned with sorting and 

                              identifying correspondence for the department.
2.2                         Liasing with different departments such as reception, debtline 
                              workers, CLS Department in order to identify clients and 

                              distribute client correspondence .

2.3                         Typing letters for Debtline volunteers as necessary to agreed   

                              standards with correct attachments.

2.4                         Undertaking routine tasks under the supervision of the 

                              Debtline Admin Assistant, such as entering data on PG Debt, 

                              confirming appointments taking messages etc
2.5                         Other tasks that arise such as franking post for all

                              departments, photocopying and scanning of documents.
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