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Wiltshire Citizens Advice (WCA) is a charity offering free confidential advice to the people of Wiltshire.  We have sites in Chippenham, Devizes and Trowbridge and we are looking for someone to join and support our team.

Reporting to:  Team Leader 

Key responsibilities: The post holder will be responsible for maintaining booking systems through organisation of systems and contact with clients. Monitoring inboxes, dealing with client documents and providing support to the Supervisor team as necessary. 

Key Responsibilities
· Oversee and populate the booking sheets with available appointments
· Contacting clients to confirm appointments and offer appointment reminders via phone or/and letter
· Ensure accurate records of the contact made with clients are maintained
· Responsibility for taking and passing on messages from the Debt and General and Benefits email inboxes and answerphone.
· Ensuring all relevant documents are uploaded to the client recording system.
· Liaise with the Supervisor team and Team leaders about cancellations or enquiries as necessary.
· Undertake any other administrative task as required under the direction of the Team Leader and Supervisor Team.
· Communicate effectively with the team to provide ongoing support and ensure the smooth running of the outbound service.


The duties and responsibilities in this job description may vary over time.  The post holder may be required to undertake other tasks as agreed with their Line Manager.
The job can be home based with the occasional visit to the offices located in Devizes, Chippenham and Trowbridge. All expenses will be covered.
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