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Debt Adviser 

May 2026
Job pack

Thank you for your interest in working at Citizens Advice Nottinghamshire Central & South. This job pack should give you everything you need to know to apply for this role and what it means to work within the Citizens Advice network.  

In this pack you’ll find:
· The role profile and person specification
· Our Values
· 4 things you should know about Citizens Advice
· Information about our organisation
· Application process and next steps
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	 Job title 
	Debt Adviser (Trainee)

	Reporting to 
	Project Manager

	Salary 
	£24,500 Training Salary  
2026 Pay award pending
(Incremental pay rises on successful completion of probation and ongoing development in the role)

	Hours of work 
	Full time 37 Hours
Monday to Friday 9-5 (4:30 finish Friday)

	Location: 
	At our Beeston Office

	Role purpose: 
	To provide high-quality information, advice, and casework to clients experiencing debt, in alignment with the organisation’s aims, policies, and procedures. This role involves working as part of a client-focused and responsive team. Support will be delivered via telephone through our contact centre, assisting both clients who contact the service directly and those with pre-booked appointments.

	Key 
accountabilities
	Key elements/Tasks

	Working with 
Clients
	Provide a full range of debt advice and casework: 
· Sensitively explore the client’s situation, including household and financial circumstances and details of debts 
· Identify areas where clients could maximise income or minimise expenditure, such as benefit claims, and offer support or signpost/refer to other agencies where appropriate
·  Provide information and advice to empower clients to act on their own behalf, including signposting to other agencies where appropriate 
· Explore options and implications to enable the client to make informed decisions 
· Provide full casework to the client where necessary, identifying the debt issue through to its resolution
· Provide the advice and/or casework through a mixture of phone and video channels

	 Training 
	· Attend and complete debt advice training to advice level followed by specialist training (to casework level). 
· Attend learning events and carry out learning activities in line with Continuing Professional Development requirements for debt advisers 
· Keep up to date with legislation, case law, policies and procedures relating to money advice, and attend appropriate training; including reading relevant publications 
· To identify and develop your own learning opportunities

	Contribute to team
	· Contribute to the efficient working of the team in delivering against the project delivery requirements 
· Engage with team members, sharing knowledge and good practice and supporting each other to problem solve 
· Attend and participate in local team meetings, Money Advice Groups, project regional manager/adviser events and National Citizens Advice conferences as recommended by your line manager

	Customer service 
	· Handle inbound calls from clients seeking help with their debts within agreed timescales and booking advice/casework appointments where appropriate.  Support clients in a professional manner and with sensitivity and confidentiality to their situation.

	 Management 
 Information
	· Set up and maintain casework and other admin systems as required 
· Maintain client records to required standards on the organisation’s management information system 
· Ensure clients are encouraged to feedback on the service they received. Share with management and team for continuous development of service delivery

	Quality 
	· Continually meet the requirements of the project’s Quality Framework, MaPS Standards, FCA Regulations  and engage with Quality supervision and support services

	Equality and 
Diversity
	· Ensure that work undertaken reflects and supports the service’s Equality and Diversity Strategy

	IT Proficiency
	· Develop and maintain Information Technology proficiency to support your work requirements

	Other 
	· Participate in research & campaigns work, as organised within the organisation and at regional or national level by raising evidence forms, providing case studies etc 

· Comply with all the organisation’s published policies and procedures, with attention to Health and Safety, Risk Management, Confidentiality, Home Working policies and Equal Opportunities. 

· Uphold the aims and principles of the organisation Undertake any other duties as might be reasonably required within the scope of the role.
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 	Criteria	Essential		Desirable	Demonstrable through application/	interview/Test
	1	Able to demonstrate a high level of commitment to training and personal development	   							I
	2	The ability to prioritise tasks and work to deadlines using own initiative 					I
	3	The ability to communicate effectively, both orally and in writing with a range of people and organisations 			I/A
	4	Good numeracy skills with the ability to carry out efficient calculations and prepare budgets for clients 	  		A
	5	Ability to use IT for client notes, statistical recording, record keeping and document production 			A
	6	The ability to work effectively and collaboratively as part of a team and work without close supervision 	   		I
	7	Ability and willingness to follow agreed procedures	   		A
	8	Ability to work in a sensitive, enabling and non-judgemental way with people from a wide range of backgrounds 	  		I
	9	Ability to maintain confidentiality and appropriate professional boundaries 	  	 	A
	10	Understanding of and commitment to the aims and principles of the Citizens Advice service. 	  	 	I
11	Experience of working in a contact centre environment 			A
	12	Experience of  advice or debt advice giving		      	 		I
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We’re inventive. We’re not afraid of trying new things and learning by getting things wrong. We question every idea to make it better and we change when
things aren’t working.

We’re generous. We work together, sharing knowledge and experience to
solve problems. We tell it like it is and respect everyone.

We’re responsible. We do what we say we’ll do and keep our promises. We
remember that we work for a charity and use our resources effectively.





	4 things you should know about us


We’re local and we’re national.

We have 4 national offices and offer direct support to people in around 260 independent local Citizens Advice services across England and Wales. 

We’re here for everyone 

Our advice helps people solve problems and our advocacy helps fix problems in society. Whatever the problem, we won’t turn people away. 

We’re listened to, and we make a difference 

Our trusted brand and the quality of our research mean we make a real impact on behalf of the people who rely on us. Over 1,800 community centres, GP's surgeries & prisons Around 2,300 locations 6,500 local staff Around 1,000 national staff Over 16,000 volunteers 

We’re committed to EDI. Equity Diversity and Inclusion (EDI) is one of our key strategic areas. It's integral to everything we do, for the people we help and for our workforce.
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Citizens Advice Nottinghamshire Central & South are an independent registered charity serving our local area. We provide advice services in person from our offices throughout Nottinghamshire, as well as over the phone, by web chat and email. 

Every year thousands of people come to us for free, independent, confidential, and impartial advice and information. We’re here for everyone and help with  problems like managing debt or household bills, understanding rights at work,  housing issues, claiming benefits, employment law and much more. 

Our service makes a real contribution to the most deprived individuals and communities and we make a real difference to people’s lives. We support local economies by maximising people’s income and increasing the circulation of money in the local area by helping people claim benefits they are entitled to.

Through our daily interaction with clients, we have a credible understanding of  local needs. We use our data and insight to tailor our services, as well as help improve policies and practices locally. We employ specialists in the fields of money advice, housing and welfare benefits who work in the local community supported by our volunteer advisors. 
We work in partnership with local service providers in the voluntary and statutory sectors and provide outreach advice services within the community targeting our service towards people most likely to be socially excluded.

Our Trustee Boards are responsible for setting the strategy and budget for the organisation. The day to day responsibility for the running of the organisations is with the Chief Executive Officer together with a management team.

This is an opportunity to join a successful,  forward thinking, friendly local charity and be part of a professional team of both staff and volunteers. 
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To apply for this role please visit our dedicated HR website:

https://hr.breathehr.com/v/debt-adviser-46760 

You will be prompted to upload your CV.

Next Steps:

You will then receive an email with an electronic application form, please complete this and submit it back to us. Unfortunately we cannot progress any candidates that do not complete the application form before the closing date. 

The closing date for completed applications is Thursday 25th June 2026

It is not mandatory to complete the equalities and diversity monitoring form. This information is requested for monitoring purposes only in line with the service’s commitment to equality and diversity.

Disability
Please let us know if you require any adjustments to be made to the application process or would like to provide any information you wish us to take into account when we are considering your application.  If you are selected for an interview, we will ask you to let us know if you have any access needs or may require reasonable adjustments to the interview or assessment (if applicable) at that stage. Please be assured that we will be supportive in discussing reasonable adjustments with you at any stage of the recruitment and selection process.

Entitlement to work in the UK
A job offer will be subject to confirmation that you are permitted to work in the UK in accordance with the provisions of the Asylum and Immigration Act 1996. 
You will be asked to provide evidence of your entitlement to work in the UK at the interview stage.
Please note that Citizens Advice Central Nottinghamshire does not hold a sponsor licence and, therefore, cannot issue certificates of sponsorship under the points-based system.

Shortlisting outcomes
Shortlisted applicants will be invited for an interview.  Some positions may require additional assessments (practical task/test or assessment centre).  If this is the case, further details will be provided if you are shortlisted.

References
All job offers are subject to the receipt of two satisfactory references:  One should be from your current or most recent employer or line manager (if you are employed through an agency), or your course tutor if you have just left full time education.  The other should be someone who knows you in a work related, voluntary or academic capacity.  Both referees should be able to comment on your suitability for the role. References will only be taken up for successful candidates following the interview.

Criminal convictions 
Anyone who applies to work within Citizens Advice Nottinghamshire Central & South will be asked to disclose details of unspent convictions during the recruitment process.   
Having a criminal record will not necessarily bar you from working for Citizens Advice Nottinghamshire Central & South – much will depend on the type of job you have applied for and the background and circumstances of your offence.   However, we are not able to employ anyone with a conviction for a sexual offence against a child or vulnerable adult, regardless of when the offence took place.  All other convictions will be considered on an individual basis. We have an Ex-offenders policy that provides more details if required.

[bookmark: _heading=h.3znysh7]Criminal Records Bureau Disclosures are only requested where proportionate and relevant to the post concerned. If a DBS check is required for a role this information can be found in the role profile.
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