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Generalist Caseworker – October 2026
Applicant's name:  ______________________

Please read the Job Profile and complete the Personal Statement below, detailing and giving examples of how your skills and experience align with the criteria. Kindly send a completed Personal Statement along with your CV and completed Diversity Form to recruitment@randscab.org.uk by 8th November 2026.
	1. Where did you hear about the vacancy?

	



	Essential Criteria

	1.
	Please confirm that you have the right to work in the UK. Please note that Citizens Advice does not hold a sponsor licence and, therefore, cannot issue certificates of sponsorship under the points-based system. 

	

	2.
	Proven ability to interview clients using sensitive listening and questioning skills to get to the root of issues and empower clients, whilst maintaining structure and control of meetings  

	



	3. 
	Basic knowledge of one or multiple enquiry areas (ie benefits, debt, housing, employment, family and immigration)  

	



	4.
	Ability to research, analyse and interpret complex information and produce and present clear reports verbally and in writing  

	




	5.
	Ability to understand statistics and check accuracy of calculations  

	




	6.
	Ability to communicate effectively verbally and in writing, and to make use of telephony and IT systems to deliver service 

	




	7.
	Proven ability to monitor and maintain service delivery against agreed targets and quality assurance   

	




	8.
	Ability and willingness to work as part of a team and to build excellent relationships in an external setting  

	




	9.
	A commitment to continuous professional development, including a willingness to develop knowledge and skills in advice topics  

	




	10.
	Ability to commit to and work with the aims, principles and policies of the Citizens Advice service  

	




	11.
	A good up to date understanding of equality and diversity and its application to the provision of advice 

	




	12.
	 Ability to prioritise own work to meet deadlines and manage workload  

	




	Desirable Criteria

	1.
	Proven competence in delivery of advice in a Citizens Advice office   

	
	



	2.
	Knowledge of all Citizens Advice enquiry areas

	
	



	3.
	Appreciation of the local community and social challenges in the area 

	
	

	4.
	Experience working in outreach projects 

	
	

	Other Requirements

	1.
	Car insurance that covers business use

	
	



Other
Having a criminal record will not necessarily bar you from working for Citizens Advice– much will depend on the type of job you have applied for and the background and circumstances of your offence.  
For some posts, an offer of employment will be subject to a Disclosure and Barring Service (DBS) check. If this applies to the post for which you are applying, this will be noted in the application pack.
Please note whether you have you had any previous convictions not regarded as spent under the Rehabilitation of Offenders Act 1974. If so, please provide details of the offence and the date of conviction. 
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