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Trainee Money Advice Caseworker 

Job Description  
 

Thank you for your interest in working at Citizens Advice Bedford. This document 

should give you an overview of what is involved in the role of a Money Advice 

Caseworker, including the main responsibilities. The Person Specification is available 

as a separate document on the vacancy page. Please read both documents 

thoroughly before deciding to apply.  

 

 The Role 

Citizens Advice Bedford is looking for a Trainee Money Advice Caseworker to work as 

part of a diverse and well-used service, providing advice and assistance to service-

users with money advice issues. 

After intensive training you will provide debt support, money advice and financial 

capability for one of our debt contracts.  It is an exciting role helping people, often 

those at greatest risk of vulnerability with a broad range of often complex debt & 

housing problems and will advise on budgeting, prioritisation and income 

maximisation.  

There will be targets to meet and caseloads to manage. The post-holder will enjoy 

variation in where they work; whilst based at our office in Bedford Borough you 

could be working one day at a partnering organisations or another with-in Central 

Bedfordshire.  

This role is very demanding so you must be confident of your ability to think clearly 

and work under pressure.  
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 Role profile 

After training, you will be expected to carry out the following as part of your 

role: 

 

❖ Interview clients using excellent listening and questioning skills in order to 

allow clients to explain their problem, whilst maintaining control of the 

interview 

 

❖ Assist and provide advice to clients on debt matters 

 

❖ Act for the client where necessary by calculating, negotiating, drafting or 

writing letters and telephoning 

 

❖ Negotiate with third parties as appropriate 

 

❖ Prepare and present cases to the appropriate statutory bodies, tribunals and 

courts as appropriate 

 

❖ Ensure income maximisation through the take up of appropriate benefits 

 

❖ 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.  

 

❖ Ensure that all work meets strict quality standards as required by Citizens 

Advice 

 

❖ Keep up-to-date with all changes in legislation, policies and procedures and 

undertake appropriate training 

 

❖ Maintain detailed and accurate records of case work  

 

❖ Ensure GDPR compliant training is completed on an annual basis  

 

❖ Demonstrate commitment to the aims and policies of Citizens Advice 

 

 

Please note that parts of this job description may be amended to ensure that the role 

is carried out in line with the Covid-19 government guidance and Citizens Advice 

policy.  


