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Housing Casework Support Assistant 

Job Description & Person Specification 

Hours: 			21-35 per week (35 hours is full time)
Responsible To: 		Housing Solicitor (Team Leader)

(Bristol) Office or hybrid working (at least 50% office based)

Salary: £25,000 - £27,037 (pro rata) 

Plus, generous leave entitlement (equivalent to 6 weeks plus the time between Christmas and New Year), 7% employer contribution pension, flexible working policies and friendly working environment near the centre of Bristol. 

Job purpose

You will provide vital legal and administrative support to the housing caseworkers/solicitors, including ensuring cases are billed efficiently through legal aid. 

This role offers a clear progression pathway, starting as a Casework Support Assistant developing into a Trainee Caseworker and, ultimately, a Caseworker.

Trainee Caseworker duties:

1. To support colleagues with both legal and administrative tasks, principally the recovery of costs from the Legal Aid Agency and through the courts

2. To assist  with client enquiries, including initial assessments, managing appointments, opening and closing cases and supporting solicitors with administrative tasks

3. To assist with the delegation of tasks to the Assessment and Triage team.

4. To support colleagues to ensure all files and records comply with Lexcel requirements, and internal procedures

5. To oversee relationship with Cost Draftsmen and maintain accurate records of billing status of all team’s matters - ensuring deadlines are met, and any opportunity for appeals promptly considered if necessary

6. To assist with assessing client’s eligibility for services and public funding and making applications for legal aid where appropriate including collecting evidence of means

7. To attend appropriate training courses in order to maintain and develop Housing knowledge, professional expertise and to satisfy regulatory requirements 

8. To keep up to date with changes in the law within relevant legal areas as necessary

9. To attend staff and team meetings and undertake tasks allocated at such meetings, and to attend Board of Trustee meetings when appropriate

10.  To attend regular supervision meetings to discuss job performance and personal career development and to prepare suitably for these meetings

11.  To undertake any other tasks as may be identified from time to time and which are generally compatible with the functions for the post and to support the efficient operation of the Law Centre

12.  To adhere to all Law Centre policies including the Equality and Diversity policy


General duties

1. Actively contribute to internal meetings, including cascading learning and sharing knowledge with other teams and for cross team working on cases and for triage.
2. Ensure work is appropriately time recorded and cases are progressed and closed in a timely way. 
3. Ensure the highest standards of client care and participate in peer and file review systems.
4. Comply with case management systems, administrative procedures and quality standards as required by funding bodies, by the Law Centre and external auditors.
5. Work and behave in a professional manner and to high standards. 
6. Attend regular supervision to discuss job performance and career development. 
7. Comply with the Law Centre’s policies and procedures 
8. Travel, on occasion, to other locations to deliver duties.
9. Carry out such other duties as may be reasonably required. 


Person Specification 

Essential 
· A flexible approach, the ability to work under pressure, and adapt to changing priorities
· Proven organisational skills with the ability to use initiative to effectively manage time, prioritise tasks, and meet deadlines
· Strong problem-solving skills with the ability to identify issues, evaluate options, and implement effective solutions independently and collaboratively
· Commitment and ability to work within a small and busy team
· Excellent IT skills and experience of working with a range of IT applications including Word, Excel and Outlook
· Proven administrative experience, including document drafting, with strong attention to detail.
· Excellent written and verbal communication skills and the ability to deal with a wide range of people including those who are vulnerable

· An interest in Law Centres and the work they do, including an understanding of confidentiality 
· An understanding of and commitment to the Law Centre's Equal Opportunities and Diversity policy


Desirable
· Knowledge and/or experience of housing law
· Experience of working in a legal environment
· Experience of working within an LAA contracted environment and/or experience of working in the not for profit legal advice sector
· Experience of billing legal aid cases, with an understanding of LAA requirements and procedures to ensure accurate and timely claims
· Experience of working to targets and of income generation
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