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My Working Day
)










My Working Day as a: Deputy Manager

Organisation: Liverpool Central Citizens Advice Bureau

Type of organisation: Citizens Advice Bureau

Subject of study: African + Asian Studies

Job title: Deputy Manager

Job type: Management

In which country are you currently working?: United Kingdom

What does your job involve?: 

Provision of legal advice and information to the public, training and supervision of volunteers providing advice, financial management, fundraising, staff management, recruitment, reporting to trustee board, reporting to funders, project management, premises management, networking, service development and planning, quality assurance and control.

My typical day: 

Plan the rota of who is doing what tasks, support reception staff with assessing of clients, supervise volunteers who are providing advice, oversee telephone advice provision, work with finance manager, make payments and sign cheques, check casework produced by staff and volunteers and everything else in between!


Three things that I like about my job: 

(1): The variety of people from all walks of life that I meet every day

(2): Working with volunteers creates a nice atmosphere as they are choosing to be in bureau

(3): The fact that we are not for profit and our goal is helping people, not making money
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Three things that I'm not quite so keen on:

(1): Financial fluctuations - as a charity we are reliant on funders

(2): Creating consistency of service with a volunteer workforce can be challenging

(3): Lack of resources such as computers etc

Key points in my career development to date: 

Gaining my first CAB post in 2001 after 12 months of volunteering. Obtaining the Deputy Manager position in January 2008. 

What I wish I'd known when I was a student: 

A career is very, very hard work - relentless!

Tips or advice for those looking for jobs: 

You always need to have something the next person has not. Take advantage of any opportunities that come your way - it could make all the difference.
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