Mancroft Advice Project (MAP)

Job Description

	Overall Purpose
	MAP exists to provide quality information, advice, counselling and support for the holistic development of young people.

	Job Title
	Adviser 

	Main Purpose of Job
	To provide free, impartial and confidential advice, information and guidance to young people. On a range of issues including debt, employment and housing. You will support and help young people, to address their problems and prevent them from becoming worse. Your approach will be person centred, giving them the knowledge and tools required to make informed choices and access services.

	Reports to
	Senior Adviser

	Communications & Working Relationships

	Young people 11-25, colleagues in MAP, volunteers, Chief Executive and Trustees, managers and delivery agents in relevant statutory, voluntary and commercial organisations.

	Key Responsibilities

	· To deliver information, advice, support and or casework to young people within the MAP age range. Through face-to-face appointments, telephone, email, web-chat, drop-in or other methods as required.
· To provide appropriate intervention to vulnerable young people accessing MAP’s services, based on an assessment of individual needs and aspirations.
· To provide one to one support and group work as appropriate.
· To actively engage young people.
· To refer or signpost young people to specialist support where necessary.
· To maintain appropriate quality standards and processes in the delivery of work.
· To keep accurate and timely records to contribute to the effective management of the service and for reports to MAP management, funders and other stakeholders.
· To contribute to the continuous development of the service.
· To build and maintain effective networks for personal professional development and to develop positive partnership working opportunities.
· To act as an ambassador for MAP and our partners and services in accordance with MAP’s communication strategy.
· To represent and promote the interests of vulnerable young people to maintain awareness of their needs amongst those planning, determining and implementing relevant services.
· To maintain up-to-date knowledge of the wider social environment and update resources to inform the work undertaken.
· To undertake training and professional development opportunities, develop relevant specialist knowledge and expertise, and share this with colleagues.
· To attend and contribute to MAP meetings as appropriate, and positively partake in the life of the project.
· To maintain MAP as a safe and supportive place for YP and workers.
· To undertake other duties relevant to the post.

	Person Specification

	Qualifications and Experience (Essential) 

	· Educated to NQF level 4 or equivalent, ideally in a relevant subject e.g. youth work.
· Experience of working with young people.

	Knowledge (Essential)

	· Current knowledge of social issues, policy and practice, as they affect young people.

	Skills (Essential)

	· Excellent problem solving skills combined with diplomacy and tact
· Experience of working collaboratively with other organisations and partner agencies
· Excellent time management skills and ability to prioritise tasks and work to deadlines
· Good communication skills both written and spoken.
· Numerate and computer literate with experience in using Microsoft office and an ability to use an electronic case recording system

	Skills & knowledge (Desirable)

	·  Ability to work on own initiative as well as part of a team
·  Awareness of equality and diversity issues, particularly as they may impact young people
·  A flexible approach to work
·  Ability to communicate effectively and sensitively in all forms of communication young people use
· In depth knowledge in a key are of information and advice. This may include: housing, money and benefits, employment education and training, mental health, relationships sex and sexual health, drugs and alcohol, gender and mental; health 

	Values

	· Being Young Person Centred by focusing on young people and their needs while being able to adapt and change as their needs change.
· Valuing Each Individual for who they are and what they bring
· Being Professional, consistently maintaining high standards
· Committed to and working for Social Justice
· Working in a caring, sensitive and non-judgmental manner

	Other Information

	· All employees are expected to comply with statutory requirements and MAP’s policies and procedures when carrying out their work.
· The range of duties and responsibilities outlined above may change from time to time to reflect the changing needs of MAP.
· Beyond the probationary period, performance will be formally assessed and reviewed annually, with additional informal assessment and review as necessary.
· All employees are required to maintain service user confidentiality, subject to MAP’s confidentiality policy.
· All employees are expected to have access to independent transport to meet the requirements of the post.
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