



ROOTED FINANCE


Rooted Finance is a London-based specialist debt and money advice Charity.  Rooted Finance (RF) provides quality debt and money advice services to help clients manage their finances and debts; protect their essential services; and safeguard their income and priority needs. 
 
Currently, specialist RF services include emergency debt support for over-indebted individuals; preventative advice to protect individuals from getting into debt; and smart money workshops to improve financial management skills. 
 
Rooted Finance is expanding its team and is looking for a full-time Trainee Debt Adviser. This is an exciting opportunity to join a dynamic team at a pivotal moment in our organisation’s growth. 
 
You will be someone who enjoys providing a first class and comprehensive support service to a busy client facing team. Your main duties will include dealing with enquiries, responding to client and case correspondence and analysing and interpreting complex information for clients and advisers. You’ll also enjoy supporting the team in sharing their impact to clients, funders and the wider public through all communication channels. In general, you will need strong administrative, research and data skills, excellent communication and critical-thinking skills, and should be flexible and capable of working independently and as part of a team. 
 
The post holder will be part of a small team and need to be a proven self-starter. 

The team language is English, and Rooted Finance is an Equal Opportunities employer. 
 






JOB DESCRIPTION 

Job Title		Trainee Debt Adviser

Salary		 	£28,000 

Hours 		35 Hours per week 

Benefits		25 days annual leave plus bank holidays
Day of leave on your birthday
Each year of service will accrue additional days leave up to 35 		days
3% Pension contribution stakeholder pension 
£200 home-office equipment allowance 
Costco membership
Employee Assistance Programme
Hybrid and flexible working arrangements offered post 		completion of successful in-person probation/and according to 	job role/demands.

Contract		Permanent/Fixed Term (subject to funding)	 
  
Location	Rooted Finance delivers primarily an in-person service, postholder will be required to attend outreach locations/RF office. Hybrid arrangement with remote working will be incorporated where possible based on business demands.

Purpose of the Job 
Rooted Finance provides client focused and impact driven services. The ability to provide first class advisory and casework services that impact individuals, and the communities they live in, is fundamental to the way in which Rooted Finance provides transparent and evidence-based services. 
 
RF is looking for a proven self-starter to support our specialist casework and advisory team. You’ll provide comprehensive casework support to a busy team, working in a fast paced and pressured but rewarding environment.

The successful candidate will have excellent interpersonal skills and be able to work flexibly with clients. You will be meticulous in your work, especially when supporting clients and maintaining case records for continuity of casework.


Training and development 
Rooted Finance will provide internal and external training as appropriate. Continued professional development is fundamental to the values of Rooted Finance in building capacity amongst its team members.  As a Trainee Advisers you will be required to undertake all sector recognised training and maintain annual CPD points on an ongoing basis.
 
Main Duties and Responsibilities 
Personal debt and its consequences have an enormous effect on individuals and families alike. Rooted Finance works with partners to provide budgeting advice and support to try and alleviate these difficulties, working with service users to prepare detailed financial statements and explore ways of maximising income and reducing outgoings. Advisers from RF negotiate with creditors directly on behalf of clients; set up manageable and sustainable repayment arrangements and provide full casework services.  
 
The role of Trainee Debt Adviser is a core and important post at RF. The post-holder will ensure the quality standards and accuracy of the advice RF provides is of the highest standard (as per AQS standard detailed in internal policy manual(s)) and in accordance with FCA and other regulatory requirements. 

You will be responsible for managing an ongoing debt caseload, whilst maintaining weekly client appointment targets. You will work closely with the Senior Adviser-Supervisor and Advice Manager to meet funding and contractual targets, maintain quality standards, maintain training and development targets for Trainee Debt Advisers (TDA) and support project support staff. 
 


Reporting 
The post holder will report directly to the Advice Manager of Rooted Finance 

Coordination of Rooted Finance Services 
1. Systems and Quality Control Management - ensuring that procedures and policies are maintained across all casework and advice services. Being a support to administrative staff/volunteers with guidance and support to ensure that services adhere to all internal policies and standards.  

2. Ensure that targets are met, cases meet all quality standards, quarterly reports are completed on time and sent in line with monitoring requirements. 

3. Data Management- ensuring that systems and data control are in line with regulatory (FCA, GDPR, Safeguarding etc) and all funding/KPI requirements. Responsibility for ensuring all RF policies is maintained, including our Quality Assurance Standards (AQS) by closely adhering to all policies as outlined in internal DA Manual, including keeping accurate/timely case-data records on CRM systems. 

Product & Service Development at Rooted Finance 
1. Contribute towards development and promotion of new services such as the Smart Money Workshops and Money Guidance Service (& others) to ensure regular attendance/registration as required. Assist in identifying new areas for new services such as training, generic financial advice and other opportunities for RF.

2. Support Advice Manager/Senior Adviser-Supervisor with induction, training and development of junior team members through shadowing, modelling trainee adviser role by maintaining accuracy and following policies. 

3. Participate in evaluation & research – working closely with senior members of RF in researching, participating and contributing towards new and existing demand for debt advice and debt prevention services. Research and reports will be used to strengthen the RF business case for expansion and roll out of the programme as well as strengthening business planning. 
 
Duties & Responsibilities
Ensure that the advice provided to our clients is accurate, effective and tailored to individuals’ circumstances. This includes: 

1. Provide comprehensive, full range of debt advice in line with Financial Conduct Authority and Debt Advice Quality Framework
2. Meeting and conducting weekly debt-advice appointments targets
3. Use your interpersonal skills to explore, listen and understand complex problems as they affect each individual and tailor approach to advice accordingly
4. Provide a clear plan of action and follow-up on actions relating to cases as appropriate
5. With wider team and other organisations, ensure clients are supported with related advice issues, including timely and appropriate referrals
6. Progress cases in timely manner, maintain regular ongoing caseload as per individual and team KPIs.
7. Ensure all work is fully compliant with Rooted Finance policies and procedures and Quality Standard
8. Ensure data protections regulations are adhered to and office procedures followed
9. Support clients in Rooted Finance offices and outreach venues
10. Undertake recommended and self-identified ongoing training and development to ensure gaps in knowledge/skills are acquired to meet requirement of the role and quality assurance processes in timely manner as directed by Supervisor/LM.
11. Work to an agreed work-plan, meeting targets on time and all required KPI
12. Prioritise and manage your own workload, when feeling pressured feel confident to reach out to line manager/management team for support as early as possible 
13. Be a proactive member of the team, identifying opportunities for your own development and growth and effectively communicate this to LM/management through 121s, supervisions and appraisals.
14. Ensure that all services comply with equal opportunities and other relevant policies and quality standards and good practice as outlined in organisational policies. 
15. Working collaboratively to share good practice in performance and quality improvement with fellow advisers/wider team. 
16. Escalating risks promptly and appropriately including safeguarding risks, and contributing to wider monitoring and reporting requirements. 
17. Support Managers with external audits/visits, including quality assurance   audits (Recognise Excellence). 
18. Providing reports on productivity and other performance indicators (including case studies, insights) to AM/ RF leadership as required

Other 
1. Undertake additional tasks as defined by Advice Manager of RF and senior management team. 





PERSON SPECIFICATIONS 
 
Qualification 

Desirable	Educated to a degree standard or equivalent. 

Skills 
Essential 	Commitment to understanding of the debt advice model, developing  casework skills and build experience of dealing with complex and challenging cases as per the Trainee Debt Advice training requirements.     
 
Essential	Understanding and commitments to the aims, principles, values and quality standards of Rooted Finance services 

Essential	Awareness of, and ability to, understand and empathise with clients from   a diverse range of backgrounds and disadvantaged groups living in the community, in particular barriers faced by over-indebted and financially excluded communities. 

Essential 	Ability to use sensitive listening and questioning skills to get to the root of the issues and empower clients, whilst maintaining structure and control of meetings

Essential      	Ability to remaining non-judgmental

Essential   	Ability to provide outstanding customer service

Essential      	Good communications skills – including written and personal 			 presentation skills. 

Essential		Ability to give and receive feedback objectively and sensitively, and work     as part of a team and be open to learning from others

Essential	Ability to manage own time and meet deadlines

Essential	High standard of numeracy and computer skills, specifically IT skills with a strong command of the Microsoft Office suite with an ability to understand and analyse complex financial and other numerical information 

Essential	Knowledge and experience of using case management systems to maintain accurate records
 
Essential 	Working in a small team and autonomously, experience of working in      		client facing role. 

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

Experience 

Desirable 	At least six months experience of working with the public, and ideally in community/advice giving setting. Experience of gathering, providing and disseminating complex and sensitive information 

Essential	Complete TDA training programme (according to specified timeframe) and demonstrate ongoing competence and independence in progressing cases from start to finish on presenting debts and ability to conclude cases successfully by processing chosen solutions such as (and not limited to) DMP, Bankruptcies, DRO, Breathing Space, Write Off, whilst undertaking income maximisation (grants/vouchers/Uswitch checks/DHP and other benefit entitlement checks/referrals etc) with support during probationary period. 

Essential	Ability to work under pressure on a number of competing tasks and meet deadlines. 


Essential 	Understanding of and commitment to RF values and equal 
opportunities policies 


Essential 	Strong verbal and written communications skills with experience in cross-cultural settings, ability to handle sensitive information with discretion and adherence to GDPR.

Essential 	Commitment to working flexibly across all RF services, including evenings and weekends (TOIL applied)

Desirable	Provide support to junior members of the team (trainee advisers, admin/volunteers)

OTHER:
This role will be subject to an enhanced DBS check


Rooted Finance is registered with the Information Commissioner's Office and will process your personal data in accordance with the General Data Protection Regulation and Data Protection Act 2018. Please refer to our online Privacy Policy for more information on how your personal data will be processed and stored.
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This job description and personal specification does not form part of any contract.
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Rooted Finance Limited is incorporated under the Companies Act 2006 (Registration Number 07205478), and is authorised and regulated by the Financial Conduct Authority (Firm Reference Number 627716) and a registered Charity (Charity Number 1138351) 
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