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Job Pack

Debt and Money Advice Caseworker
Kirklees Citizens Advice and Law Centre has a vacancy for a Debt and Money Advice Caseworker. The aim of the post is to deliver comprehensive debt, money advice and complete debt solutions to a wide range of clients across the Kirklees area.
A proven ability to work flexibly and efficiently in a demanding environment is essential and using your excellent communication skills, emotional resilience (being able to deal with difficult situations everyday) and the ability to think on your feet to get results are very important aspects of the post.
Suitable candidates for the post will have recent experience of delivering comprehensive debt advice across all debt solutions to a wide range of clients (face to face and on the telephone).
You will be experienced in managing your own caseload and keeping your cases up to date leading to a successful conclusion for your clients whilst competing with conflicting priorities.
Along with debt solutions and casework experience, you will have a broader demonstrable knowledge in the benefits system and be able to support clients to maximise their income and improve their longer-term financial capability in this area.
We are looking to recruit a full-time caseworker but consideration will be given for part-time working. 

In this job pack you will find information about:
· Kirklees Citizens Advice and Law Centre
· The job description and the person specification
· Our approach to equity, diversity and inclusion
· Organisational ethos and expectations
· The benefits of working for Kirklees Citizens Advice and Law Centre
· The use of Artificial Intelligence (AI) in recruitment
· The application process and guidelines


Timescales for applications:

Closing date:	Tuesday 30th June 2026 at 12.00 noon.
Interviews:	It is likely that interviews will be held on week beginning 6th July 2026.
Due to high levels of interest in our roles, we are unable to respond individually to applicants who are not invited to interview.


Kirklees Citizens Advice and Law Centre provides independent support and advice to thousands of people across Kirklees and beyond every year. These issues, supported by our generalist service, include welfare benefits, employment, consumer issues and more.
 Our specialist services teams hold Legal Aid contracts in asylum and immigration, housing, discrimination, and welfare benefits. Clients can access our services through our Adviceline, online contact form, or our drop in services based at our Dewsbury office.
We have been active as a Law Centre for over 20 years, and as a combined Citizens Advice and Law Centre for over 10 years, and have a current team of over 40 staff and 15 volunteers.




Our vision: To be part of a community where everyone has equal access to free support and advice, and the ability to enforce and defend their rights.



Our Mission: To provide access to justice for people in Kirklees and surrounding areas by providing a high quality social welfare advice service, covering all levels of information, advice and litigation, delivered by skilled and experienced staff and volunteers. As a leading advice organisation we will support our wider vision by working with, supporting and inspiring others in our networks and by campaigning for social rights and justice.




Our Values: Respect, Empathy, Independence, Collaboration, Justice, Empowerment.





Job Description

	

	Job Title
	Debt and Money Advice Caseworker


	Location
	Dewsbury but there may be the necessity to work from other locations

	Salary

	£29,065

	Hours

	Full-time

	Reports to 
	Debt and Money Advice Team Manager



	
	



	Purpose of Job

	The aim of the post is to deliver comprehensive debt and money advice casework and complete debt solutions to a wide range of clients across Kirklees, whilst achieving consistently high-quality standards.



Duties and Responsibilities

Advice Giving

· Undertake debt advice and casework up to court representation level as required either by telephone, face to face or at an outreach venue.  
· Interview a broad range of clients using sensitive listening and questioning skills in order to allow clients to explain their situation, explore possible solutions/implications so that clients can make an informed decision.
· Give detailed debt advice solutions based on individual circumstances, prepare financial statements, negotiate with third parties, assist with preparation for court hearings and act for the clients where necessary.
· Support clients to deal with emergencies, improve budgeting skills and income maximisation.
· Enable and empower clients to take positive actions and set their own priorities to achieve successful debt solution outcomes.
· Refer internally/externally to other specialist agencies as appropriate, liaising with other agencies to ensure clients receive all available assistance as required. 
· Take ownership of monitoring own cases/workload, proactively reviewing cases.
· Ensure that all work conforms to KCALC Office Manual, MaPS Standard and Citizens Advice quality standard/Lexcel as appropriate.
· Maintain detailed case records as set out by Citizens Advice/Money & Pensions Service Quality standards, for the purpose of continuity of casework, information retrieval, statistical monitoring, and report preparation.
· Work cooperatively with colleagues and encourage good teamwork, clear lines of communication and common practices within KCALC.
· Support the Debt Team Manager to review quality of advice across the team and ensure minimum standards are achieved and maintained.

Professional Development
· A commitment to developmental learning by keeping up to date with legislation, policies and procedures and undertake appropriate training.
· Read regular industry relevant publications.
· Attend relevant internal and external meetings as agreed with the line manager.
· Prepare for and attend supervision sessions/team meetings/staff meetings as appropriate.
· Identify own learning and development needs and take steps to address these.

Research and Campaigns
· To be always alert to the research and campaigns implications of issues presented by Clients.
· To take appropriate action to influence research and campaigns regarding these issues.

Other Duties and Responsibilities
· Carry out any other tasks that may be within the scope of the post to ensure the effective delivery and development of the service.
· Demonstrate commitment to the aims and policies of the KCALC service.
· Ensure that all work conforms to KCALC’s systems and policy procedures.
· In addition to the tasks and duties listed in the job description, to undertake such duties as may be identified and which are generally compatible with the functions for the post.
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.
· Flexibility to work from other locations in Kirklees as and when necessary.
· Demonstrate commitment to the aims and policies of the KCALC service.



Person Specification
Essential

· At least 18 months’ recent experience of delivering a broad range of debt advice solutions to a diverse client base, both face to face and by telephone.
· Strong interpersonal skills and the ability to engage effectively with clients, creditors and colleagues, including emotional resilience and the capacity to manage challenging situations on a daily basis.
· The ability to monitor and manage one’s own advice work and to maintain casework records, systems and procedures.
· A sound foundation-level knowledge of the benefits system and of the benefits available to support income maximisation for clients.
· An excellent standard of literacy and numeracy, including the ability to monitor and analyse statistics and to check the accuracy of calculations.
· The ability to use IT systems, Microsoft applications and electronic resources in the delivery of advice and in the preparation of letters, reports and submissions.
· Experience of, and understanding of the issues involved in, interviewing clients by telephone and face to face, together with the ability to identify client issues and obtain information and instructions effectively.
· Experience of managing time effectively across competing priorities and a varied workload, with the ability to monitor and maintain service delivery against agreed targets within a busy environment.
· An understanding of, and commitment to, client empowerment and a customer-focused approach.
· A willingness to receive regular feedback objectively and sensitively, and to support the wider team in achieving continuous improvement and quality objectives.
· A commitment to equality, together with the skills to engage, communicate and work effectively with a wide range of people from diverse backgrounds and with varying abilities.

Desirable

· CertMAP (or equivalent) qualification.
· Approval as a Debt Relief Order Intermediary.




Equity, Diversity and Inclusion


· To have regard at all times to the planning and execution of duties to the KCALC’s Equity, Diversity and Inclusion Policy.  In accordance with the Equality Act, reasonable adjustments will be made to facilitate the employment of disabled people.
· To ensure equality of access to the services provided by KCALC to all potential clients wishing to access the services.


Organisational Ethos and Expectations

As part of their role with Kirklees Citizens Advice and Law Centre all staff to:
· Have a commitment to the aims, objectives and ethos of the organisation, and follow policies, procedures and systems
· Keep the clients’ needs at the centre of all the organisation’s activity, seeking to deliver the best possible service within resource and operational constraints
· Communicate well and appropriately with colleagues and clients, keeping others informed and consulting as much as possible
· Have a professional attitude, being flexible, supportive and cooperative in working together with other staff members and volunteers  
· Show respect for all colleagues, volunteers and clients in how they speak and act and always behave in a non-judgemental way
· Be willing to learn, accept constructive feedback, adapt to change, always aim to improve efficiency and quality, and take responsibility for their own work




Benefits of working for Kirklees Citizens Advice and Law Centre

As a member of the KCALC team you will benefit from:

· A salary of £29,065
· An 8% non-contributory Pension Scheme 
· Healthy Work/Life Balance – 37 hour working week and flexible working scheme. 
· Generous Annual Leave – 33 days holiday, rising to 38 after 5 continuous years’ service plus eight statutory bank holidays. 
· Commitment to health and wellbeing – access to employee assistance programme, discounts on days out, restaurants and high street shopping, contribution towards eye-tests, glasses, dental care and more.
· Discounted and financed travel pass. 
· Commitment to ongoing development - Regular training workshops and personal development opportunities



The use of Artificial Intelligence (AI) in recruitment 

KCALC has a strict policy for the use of AI in recruitment. 

Applicants who apply to jobs or volunteer roles at KCALC may use AI tools to help prepare applications or interview answers. This is acceptable, provided that:
 
· The application remains the candidate’s own work that reflects their actual experiences, skills, and abilities
· AI tools are not used to misrepresent qualification, experience, or authorship

All candidates will be encouraged to disclose their use of AI, and KCALC will consider disclosure positively, showing honesty and digital awareness.
 
If KCALC has good reason to believe that any application has been generated or edited in a misleading way, the candidate may be disqualified from the recruitment process, or the scoring of the application may be amended to reflect concerns.

Candidates will be informed if AI tools are used in any part of the recruitment process.
 



✅ Application Process – Key Points
📌 Use the Application Form Only
· Everyone must complete the same application form.
· Do not attach or submit a CV—it will be ignored.
📌 Be Honest and Complete
· Answer every question fully and honestly.
· False information can lead to disciplinary action or dismissal if discovered later.
📌 How Shortlisting Works
· The panel compares your answers to the job description criteria: 
· ✅ Essential requirements (must-have)
· ⭐ Desirable criteria (extra strengths)
· Applications are scored based only on what’s written in the form.
· Even if you meet all criteria, others may provide stronger evidence.
🧠 What “Relevant Information” Means
· Focus on what directly relates to the job.
· Avoid listing everything—be selective and targeted.
· A longer answer is not necessarily better—clarity and relevance matter more.
✍️ Tips for Completing the Form
✅ Tailor Your Answers
· Make sure your responses are specific to this role.
· If reusing content, adapt it carefully.
✅ Follow Instructions Exactly
· Provide all information requested.
· Stick to word limits or formats if given.

✅ Proofread Your Form
· Ask someone else to check it.
· Spelling/grammar mistakes won’t disqualify you, but too many can create a poor impression.
✅ Keep Language Clear
· Avoid jargon and acronyms unless explained.
· Assume not everyone on the panel knows your field.
✅ Use Strong Examples
👉 Always show:
· Where you gained the skill
· How you maintain it
· How you’ve used it
✅ Draw from All Experiences
You can include examples from:
· Previous jobs
· Voluntary work
· Family or personal responsibilities
(Only include hobbies if they demonstrate relevant skills.)


The application form

To proceed with this application form you will now need to click on the link below which will take you to the application and diversity monitoring forms you need to complete on our website.  
Please return your application form to recruitment@kcalc.org.uk and remember to include the diversity monitoring form.

· Application Form
· Diversity Monitoring Information Form
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