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Job advert

Position:   Trainee Generalist Adviser
Company:  Citizens Advice 
Location:  Swansea 
Salary:  £21,322 - £28,598 (depending on experience)
Hours:  37.5 hours per week (Permanent, Hybrid)

About Us
Citizens Advice is a UK charity that provides free, independent, confidential and impartial advice to the public. We help people understand their rights and make informed decisions. We support individuals with a wide range of issues including benefits, debt, housing, employment, consumer rights and immigration. Our services are delivered through local offices as well as online and telephone support, by a team of staff and trained volunteers.
Our mission is to empower people with the knowledge and confidence they need to move forward. We are committed to promoting equality, valuing diversity and challenging discrimination across all our offices as well as through online and telephone services. 



Job summary
We are seeking an organised and motivated individual to join Citizens Advice as a Trainee Generalist Adviser. In this role, you will provide high-quality, confidential advice and information to clients across a range of issues. You will support individuals in understanding their rights and exploring their options, helping them make informed decisions and improve their circumstances. The role requires strong communication and interpersonal skills, as well as the ability to work both independently and as part of a team with confidence and initiative.




Key responsibilities:
· Interview clients to assess their needs and provide accurate advice 
· Support clients in understanding and accessing their rights 
· Signpost clients to relevant external services or internal specialists 
· Maintain accurate and confidential client records 
· Keep up to date with relevant policies, procedures and legislation 
· Work collaboratively with colleagues and volunteers 
· Handle sensitive situations with professionalism and empathy 
· Attend training and supervision to develop your skills

Essential Soft Skills required:
· Strong communication and active listening skills
· Strong interpersonal skills to be able to work with people from diverse backgrounds
· Good time management skills such as prioritising tasks
· Problem-solving and critical thinking ability
· Ability to work effectively both independently and as part of a team
· Empathy, patience and professionalism

Essential Hard Skills required:
· Confidence in interpreting financial information and supporting clients with budgeting
· Knowledge of different types of debt and their impact
· Good IT and administrative skills

Qualifications:
· Entry level 3 English (desirable)
· A-Levels or equivalent (desirable)




Additional requirements:
· Right to work in UK
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint)
· Previous experience in advice work, customer service, welfare support or community services is desirable but not essential (full training will be provided)

Benefits
· Comprehensive training and development
· Opportunities for career progression
· Flexible working options including hybrid work
· Generous annual leave of 37 days per year (including Bank Holidays)
· pension scheme of 8% supplement payable (subject to 2% employee contribution)

How to Apply
Apply by submitting CV and supporting statement.
Closing date: 25 March 2026
Interview dates: 15 April – 23 April 2026











































	
	
	



