Melksham Community Debt Advice - Debt Adviser Support
Role description:

To support the Melksham Community Money Advice Centre by carrying out a variety of support tasks which may include some or all of those listed below depending on your interests, skill sets and availability:

· Photocopying and scanning forms and other paperwork.

· Assisting the debt Advisers when preparing for Client meetings.

· Attending Client meetings in support of a Debt Adviser.

· Providing general admin support to a Debt Adviser.

· Providing general admin support to the Centre and Office Managers.

· Welcoming and talking to clients.
Skills required:

Essential:

A desire to help others in a completely non-judgmental way.

Desirable (the roles you are offered will depend on your skills and interests):

Basic IT skills such as scanning, uploading files, email (in house training will be given on the CMA database application and Centre scanner, printer, laptops etc)

Good interpersonal skills in person and over telephone/video calls.

Commitment:

A minimum of 6hrs a month is suggested. The regular center hours are 10:00-12:00 every Thursday, but client meetings can take place at a variety of times during the working week. Most in person meetings will be held at the Melksham Baptist Church.

If you are interested and are able to commit to 3-6hrs per week, then you may wish to apply to train as a Debt Advisor (see debt Advisor role profile for details).
