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Role:	Housing Caseworker / Housing Solicitor

Hours: 				21-35 per week (35 hours is full time)

Responsible To:		Housing Team Leader  

Starting Salary: 	£35,000 – 38,202 (pro rata) depending on experience & supervisor status  (pay award pending)

30 days annual leave plus bank holidays (pro rata), extra leave between Christmas and New Year, 7% pension contribution, employee assistance programme, flexible & hybrid working policies

Job purpose
To give specialist housing & homelessness legal advice, assistance, and representation

Duties:

1. Provide efficient, effective, specialist legal advice and casework on a range of housing issues including homelessness, housing conditions, possessions, evictions, to meet funder requirements and quality standards.

2. Managing your own caseload - maintain quality of casework, comply with case management systems, administrative & billing procedures, and reporting / standards as required by funders and the Law Centre by ensuring cases are progressed and closed in a timely manner to ensure cash flow.

3. To meet casework, time recording, outcome and billing targets as required by the Law Centre.

4. To work to the provisions of a legal aid contract, making sure that work is accurately recorded, and funding secured, at each stage of the case.

5. To provide advocacy on the County Court duty possession scheme.

6. Build relationships with, and provide consultancy advice and informal training to community groups and voluntary agencies. 

7. Develop relationships with Local Authorities to lend our expertise and support LAs in fulfilling their statutory duties.

8. To attend appropriate training courses and maintain readership of relevant publications in order to maintain and develop professional expertise. 

9. Actively contribute to internal meetings, including cascading learning. 

10. Supporting own and team’s wellbeing and encourage a positive working environment.

11. To travel, on occasion, to other locations for the purposes of giving advice, advocacy or for training. 

12. (if a solicitor) to ensure compliance with the Solicitors Regulation Authority requirements

13. To carry out such other duties as may be required. 

Person Specification (PS)

Essential 
· A minimum of 2 years’ experience providing good quality, specialist housing advice, casework and/or representation
· Housing Law: experience in the majority of the following areas; litigation defending possession proceedings, eviction cases, anti-social behaviour injunction cases, disrepair and homelessness.
· Experience of managing a busy caseload, working under pressure and meeting deadlines
· Experience of legal aid (including certificated) work, and an understanding of optimising legal aid income
·  Must already meet or be prepared to meet Housing Legal Aid Supervisor status at the earliest opportunity
· Ability to work with a case management system to provide effective casework
· Good organisational, prioritising and time management skills
· Excellent verbal and written communication skills
· Experience of working with vulnerable clients
· Experience of team working
· Commitment to sharing learning, skills and knowledge
· An understanding of and commitment to Equality, Diversity and Inclusion
· Commitment to delivery of social justice, and to Law Centre’s mission

Desirable
· Experience of providing advocacy (e.g. on a duty possession scheme)
· Experience of supervision of others legal work 
· Experience of the legal aid billing procedures, preparing files for billing by the costs. draftsman and carrying out own billing where necessary
· Experience of working with IT systems including CCMS, SharePoint and paperless working
· An understanding of partnership working
· Experience of working on grant funded projects
· Experience of preparing for audits including by the Legal Aid Agency and Lexcel.
· Ability to prepare and deliver training.
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