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Job pack
Thanks for your interest in volunteering at Citizens Advice
Staffordshire South West This job pack should give you
everything you need to know to apply for this role and what it
means to volunteer at Citizens Advice.

A message from our acting Chief Executive:

The work we do here at Citizens Advice
Staffordshire South West can make a huge
difference to clients seeking help and advice.

If you are passionate about supporting individuals
and families in need and interested in joining a
dedicated, professional team we would love to
hear from you.

Claire Davis
Acting Chief Executive Officer

Want to chat about this role?

If you want to chat about the role further, you can contact Laura Dickson by
emailing laura.dickson@citizensadvicessw.org.uk or calling 07736924930
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Our values
We’re inventive. We’re not afraid of trying new things and learn by getting
things wrong. We question every idea to make it better and we change when
things aren’t working.

We’re generous. We work together, sharing knowledge and experience to
solve problems. We tell it like it is and respect everyone.

We’re responsible. We do what we say we’ll do and keep our promises. We
remember that we work for a charity and use our resources effectively.

3 things you should know about us
1. We’re local and we’re national. We have 6 national offices and offer direct
support to people in around 300 independent local Citizens Advice services
across England and Wales.

2. We’re here for everyone. Our advice helps people solve problems and our
advocacy helps fix problems in society. Whatever the problem, we won’t turn
people away.

3. We’re listened to - and we make a difference. Our trusted brand and the
quality of our research mean we make a real impact on behalf of the people
who rely on us.

3



What it’s like to volunteer here
As a charity, our community-based service has always strived to help anyone
who needs it. We are well known, well established and a well-respected
organisation that has grown and diversified over 80 years.

Citizens Advice Staffordshire South West has 85 volunteers and staff who work
with over 10,000 people to address more than 30,000 issues every year,
providing free, independent, impartial and high quality advice. Our service gives
people the knowledge and the confidence they need to find their way forward –
whoever they are, and whatever their problem.

We provide advice services across the districts of Stafford Borough, Cannock
Chase and South Staffordshire. We work in a blended way with a mix of home
and office working. We care about our employees' mental wellbeing and ensure
everyone can achieve a healthy, happy work-life balance.

We are committed to developing our staff and volunteers and we work to
support them with their personal and career development. We have a
commitment to a culture of learning and work together to problem solve and
share learning experiences.

We value diversity, promote equality and challenge discrimination wherever we
find it, and through our research and campaign work, we speak up on the issues
that affect people’s lives.

You will be joining a dedicated, vibrant and talented team of people who are
deeply passionate about services which improve people’s lives.
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General Adviser

What will you do?

● complete an introduction to Citizens Advice and training for your role
● talk to clients over the phone, face to face, or online to explore what

problems they’ve come for help with
● find information about the clients’ problems and help them to understand

their options
● support clients to take action to resolve their problems. This might include

drafting or writing letters, making phone calls, or referring the client to
another organisation

● write a summary of the clients’ problems and what action you’ve taken
● look out for problems’ that are common, or are unfair, and write a short

report about the problem or a letter to an elected official like an MP, AM
or local councillor

Some examples of what you could do:
● help clients with debts work out a reasonable amount to pay back, and

make a phone call to an organisation they owe money to.
● explore what benefits a client is entitled to and help them to complete a

benefit application form.
● help a client who has problems with their landlord to understand their

housing rights.

What’s in it for you?

● make a real difference to people’s lives
● learn about a range of issues such as benefits, debt, employment and

housing.
● build on valuable skills such as communication, listening and problem
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solving, and increase your employability
● work with a range of different people, independently and in a team.
● have a positive impact in your community.

No prior experience is necessary in these areas as you’ll receive full training.

What do you need to have?
You don’t need specific qualifications or skills but you’ll need to:

● be friendly and approachable
● be non-judgmental and respect views, values and cultures that are

different to your own
● have good listening skills
● have excellent verbal and written communication skills
● have good maths and IT skills
● be able to understand information and explain it to others
● be willing to learn about and follow the Citizens Advice aims, principles

and policies, including confidentiality and data protection
● be willing to undertake training in your role

Howmuch time do you need to give?

12 weeks, the first part will be training – 2 or 3 days per week. Once training has
been completed, 1 day per week until the end of the 12 week period.

We can be flexible so come and talk to us.

Valuing inclusion

Our volunteers come from a range of backgrounds and we particularly welcome
applications from racially minoritised people/people of colour, disabled people,
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people with physical or mental health conditions, LGBTQ+ and non-binary
people.

If you are interested in becoming an adviser and would like to discuss flexibility
around location, time, ‘what you will do’ and how we can support you please
contact us.
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