	Job Title:
	Customer Support Assistant
(JBG in partnership with Glasgow Life)
	
	Ref No:
	Cus25196


	Date of Advert:
	22nd May 2023
	
	Salary:
	Glasgow Living Wage £10.90phr

	Location:
	Glasgow, City Wide

	
	Hours:
	35 per week

	
	
	
	Contract Duration
	Up to 26 Weeks


	Overview   

	To apply applicants must be registered with JBG.

 You are also required to provide proof of address and proof of current benefit (where applicable)

To book a Registration Appointment please call our Customer Service Team on: 
Free phone number - 0300 123 2898  
Quote Interested in Customer Support Assistant JBG opportunity
Existing JBG customers please contact your Adviser to register your interest in this opportunity 
Application Closing Date: 

    Friday 2nd June 2023
Pre-Screening                                        Wednesday 7th June 2023

Job Interviews:

                W/C 12th June 2023 
JBG Induction Date:

                Fri 16th June 2023 

Start Date/Training:                                Mon 19th June 2023 (Glasgow Life) 
Job Location:


                Various Glasgow Life locations across Glasgow.
Successful applicants will require a bank account/credit union account (in their own name).
Wage paid weekly (one week in arrears).
We are pleased to announce that Jobs & Business Glasgow are recruiting 3 exciting, fixed term supported employment opportunities for city residents who are actively looking for work. Successful applicants will be offered a 26-week paid work placement and will earn a weekly wage, holiday entitlement and other employee benefits. 
The role will be a combination of home working and working across various Glasgow Life locations throughout the city, the role will include working in partnership with Glasgow Life Universal Credit Support staff (USO’s), to act as a neighbourhood guide and triage service, connecting people to the support and advice which will help them to apply and transition to Universal Credit.  Provide one-to-one support and advice to members of the public who have been sign posted to the library to access Universal Credit support.  

· Taking inbound calls, providing basic digital support over the phone and booking appointments with colleagues deployed across various locations. 

· Meet, greet and welcome customers into Glasgow Life locations.
· Carry out holistic need’s assessments with customers.
· Support customers with Glasgow Life library membership.
· Support customers to create individual email accounts.
· Assisting customers to understand and gather all relevant supporting evidence required to make their Universal Credit claim.
· Refer customers to Glasgow Life Universal Support Officers to process Universal Credit claim.
· Connect customers to a range of local learning opportunities and support services based on individual needs via a robust, direct referral pathway.

· Input to monitoring and evaluation process in order to provide statistical information in relation to the number of customers supported. 
· You may also promote the benefits of being included on the Electoral Registration & assist customers in completion.
· Actively promote and refer customers to JBG for registration appointments and employability support.
· Actively promote and refer customers to Glasgow Life and wider Glasgow Life services and the local community.   
· Undertake any other reasonable duties and responsibilities as requested by Glasgow Life. 
Successful applicants will undergo digital accredited training (PC Passport Qualification at SCQF Level 5 provided by Glasgow Life).
Job Requirements:

Successful applicants will be presentable and approachable with the ability to put people at ease, therefore customer service skills are essential. Having strong communication skills, you will also be reliable, organised, and patient and have the ability to work with customers in a sensitive and professional manner.
· Experience of using MS Team/Zoom (Video Calling) 

· Knowledge of Universal Credit and legacy benefits.

· Knowledge of local partnership networks.
· Competent in the use of Microsoft Office packages as well as having good digital skills.
· General education with good literacy and numeracy skills. 

· Ability to work with customers in a sensitive and professional manner.
· Ability to work with sensitive personal data, keeping a high level of confidentiality at all times.
· Ability to communicate key information clearly.
· Ability to work at and travel to various locations throughout the city.
· Enthusiastic and committed to a customer first service.
You will be responsible for identifying customers who require support from JBG Employability and other services, submitting referrals and completing (FORT) database entries.

Successful applicants will also have knowledge of the current benefits system and have an active internet connection at home


	How to apply:   

	To apply applicants must be registered with JBG, contact our free phone number, 0300 123 2898 to book a new appointment or contact your JBG Adviser.
Submissions required to be uploaded to opportunity on Hanlon – Ref: _Cus25196_________
CV’s to be saved here  G:\_5. STRATEGIC PROJECTS\1. 2023-24 ILM Recruitment Folder\Glasgow Life CSA's\CV's


	Closing Date: 
	Friday 2nd June 2023
	
	
	


