
Job Description and Person Specification

Advocacy Worker

Overview

The role is for an Advocacy Worker with the ability to be both an adviser to, and advocate
for, Gypsy Traveller and Roma Communities in Dorset.

The Advocacy Worker will work across the Dorset Council area, providing a flexible,
responsive service able to proactively reach out and support GRT communities wherever
they are in the county and whatever their circumstances. This will involve some travel to
provide face-to-face advice (within COVID-19 restrictions), providing telephone advice, and
referring people to other Citizens Advice services (eg. for casework) where appropriate.
They will also champion people’s rights and challenge on their behalf, representing clients
to statutory agencies and service providers as and when required.

The Advocacy Worker will work closely with the team at Kushti Bok to develop relationships,
gain trusted access to communities, and take forward joint work on behalf of individuals and
communities. They will report to the Project Steering group comprising key staff from
Citizens Advice Central Dorset (CACD), Kushti Bok and Dorset Council.

The post will be managed by CACD but is likely to be home based with some travel
involved. The Advocacy Worker will also need to adhere to the CACD Lone Working Policy.

The Advocacy Worker will need to be resilient, approachable, patient, and diplomatic, with
excellent verbal and written communication skills, listening and negotiation skills and be
used to liaising with key stakeholders at a variety of levels.  A working knowledge of ICT
and Microsoft Office is essential. 

Job Description

Information and advice

● Provide advice on a range of issues, delivered to the required Citizens Advice
quality standards.

● Act for clients where necessary by calculating, negotiating, drafting or writing
letters, telephoning and emailing.

● Negotiate with third parties as appropriate.
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● Ensure income maximisation through the take-up of appropriate welfare benefits
and applications for charitable grants/help in kind.

● Prepare and present cases to the appropriate statutory bodies, tribunals and
courts as appropriate

● Assist clients with other related problems where they are an integral part of their
case and refer to other advisers or specialist agencies as appropriate.

● Maintain case records for the purpose of continuity of casework, information
retrieval, statistical monitoring and report preparation.

● Ensure that all work conforms to Citizens Advice systems and procedures.

Developing the service

● Work with the Project Support group to implement, adapt and develop the project
as required.

● Develop working relations with the Kushti Bok team.
● Make links with other relevant individuals and organisation.
● Contribute to joint promotion of the project and reports.
● Contribute evidence for Citizens Advice research and campaigns work.

Professional Development

● Keep up to date with legislation, case law, policies and procedures, and
publications relating to advice issues relevant to GRT communities.

● Undertake appropriate training.
● Attend internal and external meetings as agreed with the line manager.
● Prepare for and attend supervision sessions/team meetings/management team

meetings as appropriate

Administration

● Keep up to date with policies and procedures relevant to the local office’s work and
undertake appropriate training.

● Attend internal and external meetings as agreed with the manager.

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 Citizens Advice service.
● Abide by health and safety guidelines, particularly in relation to lone working, and

share responsibility for own safety and that of colleagues.
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Person Specification

1) Knowledge and experience of information and advice work within Citizens Advice or

a similar setting, particularly in relation to housing, homelessness, health and

children’s services.

2) Understanding of the issues, context and legislation relevant to GRT individuals and

communities, either from a professional capacity or as a member of the travelling

community.

3) Understanding of the implications of remote and lone working, and of the

requirements for working safely.

4) Experience of successful advocacy on behalf of clients and to challenge the

decisions, proposals and views of statutory agencies and other service providers in a

non-confrontational yet effective manner, both verbally and in writing.

5) Experience of advice work within the voluntary sector and good knowledge of key

stakeholders e.g. local authority, housing providers and other GRT support and VSC

organisations.

6) Ordered approach to advice work and an ability and willingness to follow and develop

agreed procedures.

7) Ability to prioritise own work, meet deadlines and manage caseload.

8) Ability to utilise IT in the provision of advice and the preparation of reports and

submissions.

9) Willingness to undertake training relevant to the role and project.

10)Ability and willingness to work as part of a team and contribute to the development of

a new service.

11)Understanding of and commitment to the aims and principles of the Citizens Advice

service and its equal opportunities policies.
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