
	Person Specification Money Adviser

	Requirements
	Essential
	Desirable

	Experience, Knowledge and Understanding
	
	

	Evidence of ongoing training in the field of Benefits Advice
	X
	

	Has undertaken specific Debt Advice Training
	X
	

	An understanding of Debt Advice options, including any insolvency processes.
	X
	

	An understanding of developing financial statements and identifying priority and non-priority debts
	X
	

	Experience in delivering Benefits Advice 
	X
	

	Experience in delivering Debt Advice
	X
	

	Understanding of confidentiality and the importance of handling information responsibly.

	X
	

	Experience of working with services which operate across multiple partners.
	X
	

	Experience delivering one to one and group advice
	X
	

	Experience in using customer feedback to inform service delivery
	X
	

	Experience in using Microsoft Office packages
	X
	

	Experience of working in a multi-disciplinary advice service
	X
	

	Knowledge of and understanding of the setting and monitoring KPIs
	X
	

	Experience using Advice Pro (or similar IT system, e.g. CASTLE)
	
	X

	Experience working with external funders
	
	X

	Qualifications and Training

	A good general level of education (e.g., National 5s/Highers or equivalent experience).
	x
	

	Skills and Abilities

	Excellent interpersonal and communication skills (written and verbal).


	x
	

	Confident using Microsoft 365 applications such as Outlook, Word, Excel and SharePoint.

	x
	

	Able to use initiative and seek support appropriately from colleagues and your line manager.
	x
	

	Good problem‑solving skills and a practical, solutions‑focused approach.

	x
	

	Ability to work independently with minimal supervision while also contributing positively to the team.


	x
	

	Flexibility to adapt to changing priorities or tasks.

	x
	

	Willingness to attend occasional evening meetings or events.

	x
	

	A valid driver’s license and access to a vehicle for business.


	
	X

	Personal Features / Qualities


	Positive, proactive, and motivated, someone with a “can‑do” attitude.

	x
	

	Approachable, open to learning, and comfortable asking for guidance when needed.

	x
	

	Committed to Paisley Housing Association’s values of Integrity, Respect, Positivity and Community.

	x
	

	Strong organisational skills and attention to detail.
	x
	

	Reliable, responsible, and able to represent the Association professionally at meetings, events, or training sessions.
	x
	

	A team player who can cope with changing circumstances and demands.
	x
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