
​Employment Rights Advice Volunteer​

​Overview​
​This is an exciting opportunity to join one of the country’s largest Citizens Advice delivering​
​advice and advocacy services to over 27,000 people a year. We deliver services by phone,​
​digitally and face to face, from multiple locations, to some of Sheffield’s most vulnerable​
​communities. The​​Employment Rights Advice Volunteer​​will support our employment team to​
​provide guidance on a range of employment rights queries, to both clients and our frontline​
​advisors on our inbound Adviceline service.​

​Training for this role is extensive and requires a significant commitment.​

​We will create capacity (through referrals from advice colleagues elsewhere in the organisation)​
​for you to undertake casework where appropriate - it is important that you fulfil your volunteer​
​commitment.​

​So, to make best use of your time and keep you engaged, you’ll have the opportunity to build on​
​your knowledge and volunteer experience in an increasing number of different areas of​
​employment law whilst you progress into becoming a skilled Employment Rights Advice​
​Volunteer. Our training pathway is designed to enable you to fully understand the various​
​employment rights issues that our clients approach us for support with. You’ll be providing​
​assistance to clients with understanding their rights, working through potential solutions and​
​identifying a way forward. This may comprise case work where appropriate.​

​Training is split into two stages; initially you’ll spend time working your way through our detailed​
​training modules, a combination of e-learning and face to face sessions with our employment​
​rights specialist solicitor. You will learn about and gain experience dealing with a range of​
​employment rights issues. Once both you and our experienced supervisor are confident that you​
​are ready, you’ll eventually be able to engage with and help clients yourself.​



​What will you do?​

​●​ ​Complete an introduction to Citizens Advice and training specific to your role​
​●​ ​Engage with learning materials and face to face training sessions to prepare you for your​

​role​
​●​ ​Provide initial advice to clients to help them to self serve to resolve issues with employers​
​●​ ​Once you are ready, opportunities may be available to support clients through casework,​

​including drafting grievance letters, engaging with the Acas early conciliation and learning​
​about the life cycle of employment tribunal proceedings​

​What’s in it for you?​
​●​ ​make a real difference to people’s lives​
​●​ ​learn about employment law and the employment tribunal process​
​●​ ​gain skills that will be transferable to job roles in a legal practice setting​
​●​ ​build on valuable skills such as communication, listening and problem solving, and​

​increase your employability​
​●​ ​ongoing training and networking opportunities​
​●​ ​work with a range of different people, independently and in a team.​
​●​ ​have a positive impact in your community​
​●​ ​support the development of Citizens Advice Sheffield through sharing any specialist​

​skills/knowledge you have​
​●​ ​support our research and campaigns team​
​●​ ​as a volunteer of Citizens Advice Sheffield you will be entitled to free gym membership​

​located at our city centre location​

​And we’ll reimburse expenses too.​

​What do you need to have?​
​You don’t need specific qualifications or skills but you’ll need to:​

​●​ ​be friendly and approachable​
​●​ ​be non-judgmental and respect views, values and cultures​
​●​ ​have good listening skills​
​●​ ​have excellent verbal and written communication skills​
​●​ ​have good IT skills​
​●​ ​be able to understand information and explain it to others​
​●​ ​be willing to learn about and follow the Citizens Advice aims, principles and policies,​

​including confidentiality and data protection​



​●​ ​be willing to undertake training in your role and maintain up to date and accurate records​
​●​ ​An understanding of or experience of employment rights issues is preferred but not​

​essential, as full training will be provided.​

​Prior learning and/or experience from a legal background, especially employment rights​
​will be highly regarded and beneficial for this role.​

​How much time do you need to give?​
​In order to gain the knowledge and skills required to support our clients and to ensure that you​
​have the time to do so, we ask for​​a minimum commitment​​of 12 to 18 months and at least​
​one session per week volunteering.​
​Initially, you must be​​available to volunteer on Fridays​​for this role, as our supervising solicitor​
​is only consistently available on this day.​

​Where will you volunteer?​
​Office based, Sheffield city centre​

​Valuing inclusion​
​Our volunteers come from a range of backgrounds and we particularly welcome applications​
​from racially minoritised people/people of colour, disabled people, people with physical or​
​mental health conditions, LGBTQ+ and non-binary people. Above all we’re keen that our​
​volunteers reflect the full diversity of our city and the people we aim to help.​

​Contact details​

​If you are interested in becoming a specialist​​Employment Rights Advice Volunteer​​please​
​read through our Information Pack and complete an application form, both available to​
​download from our website.​
​If you would like to discuss the role in more detail - including questions about time commitment,​
​flexible working and how we can support you through training and beyond - please contact us​

​Email​ ​volunteering@citizensadvicesheffield.org.uk​

​P​​hone​ ​0114 700 6725​
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