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BRISTOL LAW CENTRE

Job Description 	Immigration Caseworker/Solicitor  

Hours: 			Full or Part Time

Responsible To:		Immigration team supervisor 

Salary:	£26,736.62 - £30,813.48 pro rata (rate of pay dependent on qualification and experience)
30 days’ leave per year pro rata 
7% employer pension contribution


The principal duties of the postholder are as follows:

· To provide immigration advice and assistance to clients 

· To manage a busy caseload

· To provide consultancy advice to statutory and voluntary agencies and others eligible to use the Law Centre

· To develop links with relevant partner agencies

· To travel to other locations as required by the role

· To comply with case management systems, administrative procedures and quality standards as required by funding bodies and by the Law Centre.

· To attend team meetings, staff meetings, and Board of Trustee meetings when appropriate

· To work in accordance with the team’s case selection criteria and ensure team resources are used to help as many clients as possible receive a positive outcome

· To have overall responsibility for the administration of casework, including word processing and file management, while using appropriate available administrative support  

· Actively contribute and participate in staff and team meetings, and to organisational work such as policy development, strategic planning and developmental activities, including cascading learning internally to teams as appropriate

· To attend appropriate training courses and maintain readership of relevant sector and legal publications in order to maintain and develop professional expertise

· To ensure that the Equality and Diversity policy of the Law Centre is implemented in all aspects of the work of the post-holder.
· To attend regular supervision meetings to discuss job performance and personal career development 

Due to the nature of the work this post will be subject to an Enhanced Disclosure and Barring Service check.
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Helping people access justice




