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Information Pack – Food Bank Adviser Vacancy 

September 2026

Thank you for your interest in working at Citizens Advice Bath and NE Somerset. This pack will give you everything you need to know to apply for this role and what it means to work for us. In this pack you’ll find: 

• About Citizens Advice Bath and NE Somerset 
• Our values 
• Role profile 
• Job description 
• Person specification 
• Terms and conditions 
• What we offer our staff 
• Recruitment timetable and how to apply

Citizens Advice Bath and NE Somerset is an independent local charity providing information and advice to residents of the Bath and NE Somerset (B&NES) area. We aim to empower people to resolve their problems and change their lives for the better.

We provide free, independent and confidential advice; whoever you are, whatever the problem. We help people overcome their problems and campaign on big issues when their voices need to be heard. We value diversity, champion equality, and challenge discrimination and harassment.  We’re here for everyone in the Bath and NE Somerset area and we work in partnership with other local services to provide the best possible advice and information to meet the needs of residents.

We offer information and generalist advice on any issue and specialist benefits and debt advice. We also offer specialist legal advice delivered by professionals acting on a pro bono basis. We offer advice by phone, at drop-in sessions and face-to-face appointments. Details of all our advice services are on our website – www.citizensadvicebanes.org.uk 

[bookmark: _Int_Uv6fXEdC]For more information about our services and impact, please see our latest impact report.

We currently employ 24 paid staff and have around 65 volunteers who deliver most of our generalist advice service and work in a variety of support roles. Our current annual turnover is just over £1M; we actively seek to develop new projects and services to meet identified need. We are members of the national Citizens Advice network and hold the Advice Quality Standard. We are founding partners of the local Community Wellbeing Hub. 

As well as giving advice we aim to prevent the problems that affect people’s lives – we collect evidence of practices and policies that cause the issues we help with; our knowledge of clients’ problems and circumstances enable us to campaign for change to get a fairer deal for everyone. This Research and Campaign work is a pivotal part of our work.

Our values – how we will act 

· We aim to be inventive, curious and collaborative, across and beyond the organisation. 

· We respect and actively support individuality and diversity. 

· We are passionate about our mission; we challenge situations that are unjust and unfair and act with focus and compassion. 

We are committed to building a diverse and inclusive workforce and warmly welcome applications from people of all backgrounds. We particularly encourage applications from people from Black, Asian and other ethnically diverse communities, and from disabled people, who are currently underrepresented in parts of our organisation and sector.

We believe that a diverse range of experiences, perspectives, and identities strengthen our services and helps us better reflect and serve the communities we work with. We are committed to creating an inclusive working environment where everyone is treated with dignity, respect, and fairness, and where individuals can thrive and reach their full potential. 

If you require any adjustments during the recruitment process, please let us know and we will do our best to support you. As an organisation committed to equity, diversity and inclusion, we are particularly keen to hear from people whose lived experience and backgrounds may bring valuable insight into the diverse communities we support.

[image: ]  The role
You will provide generalist level advice and ongoing casework focused on welfare benefits, housing and energy as well as offering non-monetary debt advice about priority debts and budgeting.
You’ll help people to understand their rights and responsibilities by exploring their problems in depth. You'll proactively encourage clients to take responsibility for completing actions to resolve problems themselves. Taking responsibility for cases and advocating on behalf of clients where appropriate.
In partnership with Feeding Britain & The Genesis Trust based food pantries and foodbanks across the area, you’ll work closely with our key partners across BANES within the statutory and voluntary and community sectors and ensure clients receive a good quality and holistic service that supports individuals to remove the financial and psychological barriers to achieving positive outcomes and build resilience for the future.
You will be working as part of our Community Advise Team, taking advice to where people need it.

[image: ]  Role profile
· Interview clients using sensitive listening and questioning skills to allow clients to explain their problem(s) and empower them to set their own priorities. 
· Use the Citizens Advice Advisernet website to find, interpret and communicate relevant information. 
· Research and communicate options so that clients can make informed decisions. 
· Act for the client where necessary by calculating, negotiating, drafting or writing letters and telephoning. 
· Negotiate with third parties such as statutory and non-statutory bodies as appropriate. 
· Ensure that all work conforms to the organisation’s office manual and the Advice Quality Standard, Citizens Advice Quality requirements, and additional funding requirements. 
· Ensure that work reflects and supports the Citizens Advice equality and diversity strategy. 
· Maintain detailed case records for the purpose of continuity of casework, information retrieval, statistical monitoring and report preparation. 

Research and Campaigns 
· Assist with research and campaigns work by providing information as appropriate. 
· Alert clients to research and campaign options. 
Professional Development 
· Keep up to date with legislation, policies and procedures and undertake appropriate training. 
Administration 
· Attend relevant internal and external meetings as agreed with line manager. 
· Prepare for and attend supervisor session/team meetings/staff meetings as appropriate. 
· Use IT for statistical recording of information relating to research and campaigns and funding requirements, record keeping and document production.  
· Ensure all work conforms to the organisation’s systems and procedures. 
· Complete required training to comply with quality assurance processes. 
· Carry out any task that may be within the scope of the post to ensure the effective delivery and development of the service




[image: ]  Person specification

Essential Criteria 

· Ability to commit and work within the aims, principles and policies of the Citizens Advice service. 
· Demonstrate an understanding of equality and diversity and its application to the provision of advice. 
· Demonstrate and understanding of the issues affecting society and their implications for clients and service provision. 
· Demonstrate an ability to research, analyse and interpret complex information, produce and present clear reports verbally and in writing.  
· Ability to understand statistics and check accuracy of calculations. 
· Ability to prioritise own work and meet deadlines. 
· Ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively.  
· Ability and willingness to work flexibly as part of a team over multiple sites.  
· Ability to monitor and maintain own standards.  
· Fluency in English 
· Good basic numeracy skills 
· Good IT Skills.

Desirable Criteria

· Experience of service delivery in the charity sector
· Experience of working with volunteers




[image: ]  Terms and conditions

· Location: Central Bath (no parking available)

· Salary:  £15,736 - £16,954 pa

· Hours: 22.5 hours - over 4 days (Monday, Wednesday, Thursday, Friday)

· Contract: Fixed term, initially to 31/07/2027 - extendable subject to funding


[image: ]  What we offer our staff

· 6% employer pension contribution
· Flexible working arrangements
· 24-hour access to online wellbeing and mental health support.
· [bookmark: _Hlk163747480]Training through our nationally recognised Citizens Advice Generalist Certificate in Advice.
· 5 weeks annual leave, plus bank holidays and additional days between Christmas and New Year.  Additional long service days are provided from the 5th year of service.


To apply

Job pack and application forms can be found by visiting: www.citizensadvicebanes.org.uk/about-us/job-vacancies 

If you have any questions, please email our Office Manager emily.davies@cab-banes.org 

To apply, please download and complete the application form and e-mail it to emily.davies@cab-banes.org, or post it to Emily Davies, Citizens Advice BaNES, 5, Palace Yard Mews, Bath, BA1 2NH

Please address each point of the person specification in your application.

Closing date: Wednesday 14th October at 5pm

Interviews will take place in the week commencing 19th October at Palace Yard Mews.
You must be entitled to work in the UK and appointments will be made subject to references.




































[bookmark: _Int_eoxn31G1]Citizens Advice Bath and North East Somerset is the operating name of Bath and District Citizens Advice Bureau, a registered charity and company limited by guarantee. Charity Registration Number: 1025392; Company Registration Number: 2845028 England; Registered office: 5 Palace Yard Mews, Bath, BA1 2NH; Financial Conduct Authority Number: 617504
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