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Job Description

Financial and Digital Inclusion Officer
Job Title:
 

Financial and Digital Inclusion Officer
Location:                Cardiff & remote (with requirement to spend an agreed amount of time in the REF office in Cardiff)
Salary:

£30,000 per annum plus 5% pension
Hours:

Full Time (37 hours p/wk)
Reporting to:

Chief Executive Officer 
Holidays:

28 Days per annum
Purpose of Role:   To ensure that beneficiaries of the Financial and Digital Inclusion Project have the skills and knowledge they need to access the internet safely for financial information, online banking and any other activities and information they require to remain independent, active and healthy.
MAIN DUTIES
1 To support beneficiaries of the Financial and Digital Inclusion Project to develop the skills and knowledge to safely use the internet to access financial information and online banking and support them to remain independent and connected.
2 To provide one-to-one advocacy, advice and support for 80-100 people per year (up to 300 people over 3 years) on:

· Financial management, budgeting and online banking
· Investments, savings, achieving income maximisation
· Pensions and planning for the future
· Rent arrears

· Welfare benefit Legislation and Housing Benefit Regulations

· Universal Credit

· Non-Dependent deductions

· Bedroom Tax

· Benefit cap and Housing Benefit

· Impact of Welfare Changes on rental income, private and social housing tenants' financial wellbeing and their ability to sustain their tenancy

· Completing benefit appeals and reconsiderations

· How to access and complete the above services electronically and online

· Covid-19 grants and other support grants and funding
3 To work with colleagues across Race Equality First’s services to develop solutions to the financial and digital divide and identify participants for training and one-to-one advice and support.

4 To deliver financial and digital inclusion workshops and other opportunities, ensuring these are promoted widely and in a timely manner across Race Equality First’s networks.

5 To produce reports in accordance with relevant policy on confidentiality and data protection and collect monitoring information, including outcomes and customer satisfaction surveys, to enable the project’s services to be evaluated.
6 To help vulnerable people who are not online to find the support they need, offering a wide range of services to get online; helping them to access the devices and data they need (including accessing grants), and ensure they have the skills to use them confidently, safely and effectively.
7 To provide financial and / or digital skills training, information and advice for project beneficiaries via podcasts and webinars and also circulating this to existing beneficiaries across Race Equality First’s services.

GENERAL DUTIES
1. To maintain high standards of customer care, treating members of the public and partner agencies with sensitivity and respect.
2. To ensure that all required information is kept confidential and maintain discretion on sensitive issues.
3. To undertake relevant training as necessary to enhance personal skills and professional development.
4. To undertake other duties as may be reasonably requested by the CEO.

EQUAL OPPORTUNITIES
Race Equality First is fully committed to the active promotion of equal opportunities as an employer, and in the provision of all its services.  It is the responsibility of every member of staff to ensure the practical application of this policy.
HEALTH & SAFETY

Under the Health & Safety at Work Act, all employees are required to maintain awareness of own and others’ Health and Safety and comply with Race Equality First’s Health and Safety Policy and procedures.
Person Specification

The successful candidate will have the following:
Knowledge

1. Knowledge of the UK Welfare Rights System and sound understanding of entitlements of welfare benefits and budgeting, including the impact of welfare reform on vulnerable households
2. Understanding of the issues facing financially excluded people, including fuel poverty and debt advice, and the ability to work proactively to help resolve their financial situation
3. Knowledge of statutory and voluntary resources that are available to support vulnerable individuals and families to prevent homelessness and deprivation
4. Understanding of confidentiality policy and practice.

5. Understanding and commitment to equal opportunities in practice.

6. Understanding and commitment to empowering service users.

Experience
1. Experience of delivering financial and digital inclusion training and activities in groups and individually.
2. Experience of working with voluntary and statutory agencies.

3. Experience of providing advice and guidance to individuals

4. Experience of working in a client service environment.
Skills and Abilities
1. Excellent oral and written communication skills.

2. Excellent numeracy skills.

3. Proficiency with Microsoft Office and experience of using databases.

4. Excellent knowledge of conferencing software e.g. Zoom, Teams etc.
5. To have an emphatic and non-judgemental attitude to all project service users
6. Ability to work independently and collaboratively.

7. Ability to work well under pressure.

8. Good computer skills and knowledge of all Microsoft Office software packages (Word, Access, PowerPoint, Excel and Outlook Express) and competent in the use of database and spreadsheet technology (additional training can be provided).
Work Related Circumstances
1. The ability to undertake evening and weekend work when required, for which time off in lieu will be given.

2. To undertake training from time to time as required for the post.
3. Preferably a driver with sole use of a car.
4. Willingness to undertake travel throughout the area of benefit.

5. Willingness to undertake other duties requested by the CEO as appropriate to the post.
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