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Job advert 
 
Position:  	Trainee Generalist Advisor 
Company: Citizens Advice Bureau 
Location:  	Swansea SA1 GHT 
Salary:	£21,322 - £26,403 (depending on experience) 
Hours:  	37.5 per week (permanent) Hybrid 
 
Company description 

Citizen's advice is a UK-based charity that provides free independent and confidential advice to help people resolve their legal financial and personal problems. They support individuals on issues such as benefits debt, housing employment consumer rights and immigration. 
Their mission is to empower people with knowledge and guidance, ensuring everyone can access he help they need to make informed decisions. Citizen's advice operates through local offices across the UK. As well as online and telephone services and relies on a mix of staff and trained volunteers to deliver high-quality impartial advice to the public. 
 
Job summary
 
We are looking for a motivated and compassionate General Advisor to join our team at citizens advice. In this role, you will provide high-quality, confidential advice and information to clients across a wide range of issues including benefit's, housing, employment, and consumer rights.  Supporting individuals to understand their rights and options, empowering them to make informed decisions and improve their circumstances. 
 
Key responsibilities
 
· Interview clients to assess needs and provide accurate advice. 
· Support clients in understanding and accessing their rights 
· Sign post clients to relevant services. Agencies or internal specialists. 
· Maintain clear and confidential client records 
· Keep up to date with policies, procedures and relevant legislation. 
· Work collaboratively with other staff and volunteers to ensure quality service delivery. 
· Handle sensitive and sometimes distressing situations with empathy and professionalism. 
· Attend training and supervision sessions to continually develop knowledge and skills.  



Skills/Person Specification 

· Has excellent communication and listening skills. 
· Is empathetic and able to work with people from diverse backgrounds. 
· Can research complex information and explain it clearly. 
· Has good IT and administrative skills. 
· Shares the values of Citizens Advice and a commitment to equality and inclusion. 
· Previous experience in advice work, customer service, welfare support or community services is desirable but not essential as full training will be provided. 


Benefits 
· Comprehensive training and development 
· Supportive and inclusive working environment. 
· Opportunities for career progression. 
· Flexible working options. 
· Generous annual leave and pension scheme.  

 
Apply by submitting CV and supporting statement. 

Closing date: 25 March 2026 
Interview dates: 15 April – 23 April 2026 














4. Cover Letter					3A Llys Andrew
Neath
SA10 6BZ
Amandabarlow033@gmail.com
Phone:  07342 660674

19 March 2026

Hiring Manager
Citizens Advice
Swansea
Post code

Dear Hiring Manger,
I am writing to apply for the Advisor/ Volunteer position at Citizens Advice. I am a strong motivated and reliable individual with strong communication, organisational and caring skills. After taking a career break to manage a back condition, I am now fully ready to return to work and contribute positively to your team.
I am currently completing a university course in employability skills which has helped me develop key abilities highly relevant to the General Advisor role. Through this course I have strengthened my communication, teamwork and problem-solving skills, and |I have gained experience in researching information, presenting it clearly and managing tasks efficiently. I am confident these skills will allow me to provide high-quality empathetic support to clients at Citizens Advice,
Additionally, I have retail and customer service experience, which has given me confidence in handling enquires and supporting a wide range of people, I also hold level 3 qualifications in Health and social care and counselling skills, equipping me to provide informed and sensitive support to clients.
I am particularly drawn to Citizen's advice because of its commitment to providing free. Impartial guidance to those in need. I am eager to use my skills and experience to help clients navigate their issues and ensure they feel supported and understood.
Thank you for considering my application. I would welcome the opportunity to discuss how I can contribute to your team in an interview.
Your sincerely
Amanda Barlow
4. CV
Amanda Barlow
Email:  Amandabarlow033@gmail.com
Phone:  07342 660674

Personal Statement
A reliable and motivated individual with strong communication organisational, and caring skills. After taking time away from employment to manage and recover from a disability. I am currently a full-time university student I am now ready to work and contribute positively to a team environment. I am eager to develop my skills and provide excellent support and carry out tasks to a high standard in any role.

Education

Swansea University – Employability skills Level 4
Relevant modules: Professional career development, Effective teamwork and communication, digital and academic skills.
· Currently studying full-time
· Level 3 certificate in Counselling Skills    2012
· Level 3 certificate/Diploma in Health and Social Care   2015


Work Experience

Senior Carer -  Cefn Lodge Nursing and Residential Care 2014 - 2019
· Administered medication safely to residents according to care plans.
· Assisted with personal care and daily living activities.
· Monitored health and wellbeing, reporting changes to management.
· Maintained accurate records and followed safeguarding procedures.





Food Service Assistant - Ritz Cafe 2007 - 2014

· Worked as part of a team in a fast-paced environment.
· Served customers efficiently and politely, handling cash and card payments.
· Maintained clean and organised kitchen and dining areas.
· Prepared and cooked food safely according to hygiene standards.

Retail Assistant – Sports World Neath 2005 – 2008

· Supported daily shop operation, including sales, stock management and merchandising.
· Provided expert advice on sports product, equipment and fitness accessories.
· Ensure compliance with health, safety and store policies.
· Trained new staff and assisted with customer service improvements.

Skills

· Strong communication and interpersonal skills.
· Organised and reliable with good time management
· Ability to work independently or as part of a group.
· Basic IT skills: Microsoft Word, Excel, Outlook.
· Experience handling sensitive information confidently.
· Problem solving and attention to detail.
· Empathetic and attentive to the needs of others.

· Full UK Driving Licence






					










