Job title: Assessment and Support Supervisor 
Fixed Term until March 2024
Hours: 28 Hours (full time working, 35 hours, may be possible)
Responsible To: CEO / Head of Services
Location: Bristol Office, 2 Hide Market, West St, BS2 0BH
Salary: £27,000-£28,500 pro rata (depending on experience)
30 days annual leave plus statutory (pro rata) and extra leave between Christmas and New Year, 7% pension contribution
Job purpose
To supervise and manage the Assessment & Support Team to ensure referrals are appropriately allocated and help seekers receive high quality signposting and guidance. 
To lead on community engagement work by building partnerships and reviewing the needs of our communities, adding insight from those that do contact us to enable us to continue helping those most in need and improve access to advice.
Key duties
· Supervise and manage team members, namely casework support / assessment & triage workers, including their training and development and task allocations
· Ensure all enquiries and referrals are handled efficiently & appropriately with the best possible outcome for the help seeker
· Develop signposting resources to ensure information for clients is up to date, accurate and accessible
· Co-ordinate volunteer capacity for A team – including pro bono solicitors who deliver advice through clinic appointments
· Recruitment, induction and training of assessment & support workers/volunteers
· Liaise with legal team supervisors and with Management team on capacity and best use of A Team resources and key messages for the public
· Work with CEO and Development Manager on communications to support community engagement and outreach work
· Develop and maintain relationships with other organisations, in order to create meaningful partnerships and develop our work 
· Attend partnership and other community / networking meetings to represent the law centre and review where we target our work
· Manage and oversee projects as appropriate and carry out monitoring activities to help evaluate them and to provide insight on outcomes, demand and needs – including in relation to inclusive and accessible service provision
· Support development work and funding applications for the assessment team
· Liaise with the wider teams in BLC on capacity and services, support needs, office space, in person visitors 

PERSON SPECIFICATION
Please use the application form to show how you demonstrate each of the following skills, abilities or knowledge. 
Essential Experience
· Experience in team and people management
· Experience in delivering public facing services 
Essential Attitudes 
· An interest in law centres and the work they do 
· A commitment to the Law Centre's Equalities and Diversity policy 
Essential Skills, Aptitudes and Abilities
· Excellent interpersonal and communication skills (over the phone and face to face), particularly with people in distress and people for whom English is not their first language 
· Effective at developing and maintaining relationships at all levels
· IT competence including working knowledge of SharePoint and Outlook
· Able to learn how to use new IT applications and administrative processes
· Ability to use initiative and to manage your time to prioritise workload and to meet deadlines
· An understanding of confidentiality 
Desirable Skills and Knowledge:
· Understanding of the difference legal advice can make to people’s lives 
· Mental Health awareness  
· Experience of developing, delivering or facilitating training 
· Knowledge of the voluntary sector in Bristol and neighbouring counties
· Experience of working in communications such as website copywriting or editing or social media


