BRISTOL LAW CENTRE
Job title: Assessment and Triage Worker 
Fixed term until March 2024, with possibility of extension
Hours: 14-21 hours 
Responsible To: Assessment and Support Team Supervisor
Location: Bristol Office, 2 Hide Market, West St, BS2 0BH
The role is office based and our core hours are between 9.30-4.30 Monday-Friday
Salary: £22,381 pro rata based on 35 hours full time. 
30 days annual leave plus bank holidays (pro rata), extra leave between Christmas and New Year, 7% pension contribution, employee assistance programme.
JOB DESCRIPTION
To act as the face of the Law Centre, ensuring our information and resources are accurate and to be first contact for help seekers, in order to offer support, guidance and signposting.
Key duties
· Keeping up-to-date with the ever-changing advice sector in order to provide accurate signposting information to help seekers and build relationships with partner agencies
· To assess incoming enquiries from those seeking our help - whether by phone, email or in person - this involves identifying the underlying legal issues in order to triage effectively
· Provide information, signposting and referral services to enquirers and to offer support where needed
· To offer support and guidance in accessing services as appropriate
· Work with Team Supervisor to assist in supporting volunteers in the team
· Work on other admin and support tasks for the wider team (as directed by the Supervisor) where capacity allows
· To support the co-ordination of Pro Bono Law Clinic; arranging appointments and ensuring all required information is accurate so that volunteer lawyers can undertake appointments efficiently
General Duties
· To be flexible within the broad remit of the post as it develops and perform any other tasks or reasonable requests. 
· Attend regular supervision 
· Attend training as agreed in appraisals, supervisions and the demands of the role 

PERSON SPECIFICATION
Please use the application form to show how you demonstrate each of the following skills, abilities or knowledge. 
Essential experience and skills/aptitudes
1. Good verbal communication skills (over the phone and face to face), particularly with people in distress and people for whom English is not their first language
2. Excellent IT skills including working knowledge of MS Office software 
3. Ability to research information from a variety of sources to best help clients and develop relationships with local organisations
4. Ability to work well in a small, busy team (of staff and volunteers)
5. An understanding of confidentiality 
6. A commitment to the Law Centre's Equalities and Diversity policy 
7. Good time management & organisational skills

Desirable experience and skills/aptitudes
1. Knowledge of the voluntary sector in Bristol and neighbouring counties
2. Some experience of updating websites and social media 
3. Understanding of the difference legal advice can make to people’s lives 
4. Mental Health awareness  

