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LiFT Project Adviser

Role Description and Person Specification
Thank you for your interest in joining Citizens Advice West Suffolk. This role offers a meaningful opportunity to make a real difference in people’s lives. If you need any further information, please contact Annemarie Vis at finance@swcab.org.uk  
· Closing date: 9am, Wednesday 8th April 2026
· Interviews: Week commencing Monday 13th April 2026
· Start date: As soon as possible
Application forms are available at https://suffolkwestcab.org.uk or by emailing finance@swcab.org.uk Please note that applications must be submitted by email, and CVs cannot be accepted.

About Citizens Advice West Suffolk
Citizens Advice West Suffolk provides free, independent, confidential and impartial advice to help people understand their rights and navigate often‑complex situations. We are proud to serve our local community and to be a trusted source of support for those who need it most. Although part of the national Citizens Advice network, we operate as an independent charity with strong local roots.
We value diversity, champion equality, and work actively to challenge discrimination. Joining our team means becoming part of an organisation committed to fairness, inclusion, and positive change.




The Role
Context
As a LiFT Adviser, you will work closely with the Financial Inclusion Officers at West Suffolk Council to support residents who may be missing out on vital financial support. Using the Low‑Income Family Tracker, you’ll help identify people who could benefit from claims such as Attendance Allowance, Personal Independence Payment, Pension Credit or Universal Credit.
Based primarily in our Bury St Edmunds office—with occasional work in our other offices or community locations—you will be part of a supportive, mission‑driven team. You will report to the Chief Operating Officer.
Purpose
You will guide clients through benefit applications, helping them access the support they are entitled to. You will also refer them to internal specialists or external organisations to ensure they receive comprehensive and holistic help.
This is a role where your work directly improves people’s lives—often when they need it most.

Terms and Conditions
· Hours: 14 per week
· Salary: £9,805 actual per annum
· Contract: One‑year fixed term, with potential for extension (subject to funding); six‑month probation
· Location: Bury St Edmunds
· Pension: For eligible employees - NEST scheme (3% employer / 5% employee)
· Sick Pay: 4 weeks full pay + 4 weeks half pay within a rolling 12‑month period (after probation)
· Annual Leave: 5.6 weeks pro rata, including bank holidays





Job Description
Key Responsibilities
Advice Work
· Carry out benefit checks and guide clients through completing benefit applications.
· Help clients access grants and charitable support.
· Present cases to statutory bodies, tribunals, and courts when needed, and negotiate with third parties.
· Provide practical support such as drafting letters and contacting organisations on clients’ behalf.
· Work collaboratively with partner organisations to manage referrals.
· Maintain accurate, high‑quality case records to support continuity, reporting and monitoring.
· Ensure work meets organisational standards, including the Advice Quality Standard and any specialist Quality Marks.
Research and Campaigns
· Contribute to research and campaigns by providing relevant insights and information.
Professional Development
· Stay up to date with legislation, policy and case law relevant to your role.
· Take part in training, team meetings and supervision.
· Support initiatives that enhance and promote our services.
Other Duties
· Promote the aims and values of Citizens Advice.
· Carry out other tasks within the scope of the role to support effective service delivery.
· Follow health and safety, safeguarding, complaints and data protection procedures.
· Contribute positively to teamwork and communication across the organisation.




Person Specification
Essential
1. Commitment to the aims and values of Citizens Advice.
2. Strong oral and written communication skills, especially in negotiation and representation.
3. Confidence with numbers and the ability to complete accurate benefit calculations.
4. Strong organisational skills, including the ability to prioritise and work independently.
5. Ability to communicate sensitively and maintain confidentiality at all times.
6. A collaborative approach and willingness to give and receive constructive feedback.
7. Ability to build trust with clients, colleagues, and partners.
Desirable
8. Experience in advice or benefits work.
Willingness to complete a DBS check (a criminal record does not automatically prevent employment).
Commitment to equity, diversity and inclusion. We welcome applicants with lived experience.
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