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Shiney Advice and Resource Project
17 Beatrice Terrace
Shiney Row
Houghton le Spring
Tyne and Wear
DH4 4QW

Charity Number: 1065786
Company Ltd by Guarantee Number: 04769232
FRN: 647492


Advice Worker

ShARP is a small but growing charity which was founded by members of the local community in 1981. 
The core work of the organisation is the provision of welfare rights, benefits and debt advice which is delivered in our centre and through outreach sessions in community venues across Sunderland.

We deliver advice through several projects including:

· First Tier Welfare Rights – a 3-year contract commissioned by Sunderland City Council delivered in Coalfields, Washington, Sunderland North and Sunderland West through partnership with Pallion Action Group
· ShARP Centre for Warmth – a specialist project delivered in our centre which offers energy advice with a focus on income maximisation, raising awareness of CO and support to sign up to the Priority Services Register
· Washington Individual Support Project (WISP) – providing personalised advice targeted at those presenting in crisis at foodbanks in Washington
· UC project – delivered in partnership with Springboard – helping people to make and manage their online Universal Credit claim

Advice is the core activity at ShARP but as a membership organisation the community is at the centre of everything we do. We develop and deliver new projects and activities in response to community priorities and local need.

In recent years, our focus has been on developing our centre as a sustainable community anchor which offers a range of activities including:

· ShARP Community Library
· Free public use computers and free wi-fi in our Digital Hub
· Volunteering opportunities
· Shiney Things Charity Shop 
· A number of weekly community activity groups including Knit and Natter, Shiney Brunch Club, arts and crafts and the Shiney Marras Men’s Group

We are a trusted provider of advice and due to recent success with grant applications we are expanding our team of Advice Workers and are looking for a great Advice Worker to join our team.

You will be highly motivated with proven advice work experience delivering benefits and debt advice, confident delivering telephone advice, working with clients face to face and used to working with a casework management system. 

You will have experience of:
· supporting people with health and well-being needs 
· helping to deliver informal training in a variety of community settings
· experience of developing strong networks
· working within the voluntary sector or local authority services

You will be an excellent team player with a real commitment to working with colleagues to improve outcomes for people in Sunderland. 
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Shiney Advice and Resource Project
Advice Worker
									
Job Description

Salary:	£30,559 - £32,654pa (NJC Scale point 18-22)
Hours of Work:	37 hours per week 

Holidays:	28 days per year; rising to 30 days after 2 years, plus Bank Holidays
Location:	17 Beatrice Terrace, Shiney Row, Tyne & Wear, DH4 4QW
Responsible to:	 Lead Advice Worker

Purpose of post:

· To work with colleagues to develop and promote Community Development based on the provision of advice and support in accordance with ShARP’s constitution and Business Plan. 

· To provide advice to local people to maximise household income.

· To raise awareness of the Priority Services Register (PSR) and support people to join.

· Promote Health & Wellbeing through addressing the social factors that affect people’s health

· Deliver welfare rights, benefits and debt advice to ensure take up of benefit entitlement to maximise income

· Support health and wellbeing through liaison with relevant service providers

Main Duties
1. To work with the Chief Officer and Lead Advice Worker to achieve positive outcomes for those who use our services.

2. To participate in the Sunderland Voluntary Community Sector network meetings, training and events.

3. To provide advice and support to clients in the Coalfields, surrounding areas and across the City of Sunderland.

4. To ensure advice and support provision is visible in communities and accessible to all people working within ShARP’s Equal Opportunities Policy.

5. To record issues arising out of advice provision through the casework management system, identify trends and gaps  and then to contribute to development of the work of the organisation to address these.

6. Carry out follow up casework and respond to needs identified as a result of the advice and support provision.  

7. To share responsibility for the day-to-day operation of ShARP with responsibility for maintaining up-to-date and relevant case records on the casework management system. 

8. To maintain efficient and effective monitoring systems for advice work as required by funders

9. Willingness to participate in personal and professional development.

10. Commitment to developing equal opportunities and anti – oppressive practices.

In addition:
· To support the Lead Advice Worker to develop training in relation to welfare rights, welfare reform, debt and energy advice
· To encourage and motivate users of ShARP to become involved in the delivery of advice through the Advice Volunteer training pathway
· To promote ShARP as a community resource using community development methods
· To support the preparation of regular reports for the Board of Directors and other stakeholders
· To work in partnership with other Advice-giving organisations and to liaise with other agencies on behalf of clients
· To participate in and support any specific campaign and education work as directed by the Lead Advice Worker
· To keep up to date with relevant legislation, policies and practices and to attend training courses as necessary as agreed with the Lead Advice Worker
· To attend regular staff meetings and other meetings as necessary
· To carry out other duties commensurate with the responsibilities of the post.

All duties are to be carried out in an anti-oppressive manner and with regard to the promotion of equal opportunities for all members of the community.





Person Specification
	
	Essential
	Desirable

	Experience
	Substantial experience of providing welfare rights advice. 

Management of related casework.

Experience of supporting people with health and well-being needs.

Working in Partnership with a range of organisations.

Ability to carry out monitoring and evaluation effectively.

	Community Development experience.

Experience of working in the voluntary sector
Or 
Experience working in a Local Authority.

	Knowledge & Understanding

	Knowledge of Welfare Rights, Benefits, Debt, Energy Advice, Cost of Living pressures etc. 

Knowledge of the community and voluntary sectors.

Health & Safety Policy and Procedures.
Safeguarding Policy and Procedures

Understand the importance of confidentiality and to act appropriately when dealing with confidential matters whilst complying with GDPR requirements

	Knowledge of appeal and tribunal process.

Community development approaches and methods.


	Skills

	Information and communication technology skills including use of Case Management system and spreadsheets.

Research and information gathering skills.

Good communication and listening skills.

Ability to work on your own and in a team.

Liaison and networking skills.

Ability to motivate self and others.

Proactive and able to use initiative.

Ability to prioritise and work to deadlines.

Good organisational skills.

	Ability to manage own time and plan effectively.

Observation and reflection. 


	Education

	Good level of general education
Level 2 IAG (or willing to work towards)

	Evidence of CPD in welfare benefits and debt advice




Closing Date:		Monday 25th August 2025 at 5.00pm
Interviews:		Week commencing Monday 8th September 2025

Please contact s.copley@shineyadvice.org.uk for an application form.
[bookmark: _Hlk146625629]Completed application forms to be returned by 5.00pm Monday 25th August 2025 to s.copley@shineyadvice.org.uk 
17 Beatrice Terrace, Shiney Row, Houghton le Spring, Tyne & Wear, DH4 4QW.
If you would like an informal discussion about the post, please contact  
Chief Officer - Sylvia Copley - 0191 385 6687
s.copley@shineyadvice.org.uk
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