


 BRISTOL LAW CENTRE

Job Description	Legal Advocacy Support Project (LASP) 
Development and Casework Support Officer
Fixed Term post to March 2023 – this may be extended to March 2024

Hours:		28 per week

Responsible To:	LASP Co-ordinator and Welfare Benefits Team Leader

Salary:		Actual salary: £16,969pa rising to £17,538 after 3 months 

LASP is a model for enhancing social welfare law services by recruiting and training law students to undertake selected advice and advocacy casework. The LASP model has had considerable success within welfare benefits appeals casework in Bristol and three other UK cities. 

The postholder will be responsible for exploring ways in which to improve the capacity, performance and inclusiveness of the Project and to promote and facilitate the development of similar projects in other locations. They will also be closely involved in the operation of LASP, providing casework support to the LASP Co-ordinator and assisting with volunteer recruitment, training and supervision.

The post will commence with a 3 month probationary period of which 21 hours will be spent on casework support and 7 hours will be devoted to training in the development work. On successful completion of the probationary period, the casework support hours will reduce to 14 per week and the development hours will increase to 14 per week.
 
The principal duties of the postholder are as follows:
DEVELOPMENT ROLE:
1. Increase LASP capacity by testing a number of opportunities to improve efficiency and widen involvement in the Project, including opportunities for alumni to return to train new volunteers and to supervise volunteer casework.  

2. Increase team capacity and inclusion work by exploring the feasibility of a new project to recruit volunteers from outside of the law student group, to include individuals experiencing exclusion and discrimination and to create paid positions for trainees who would otherwise be unable to gain legal experience and skills.
3. Explore client involvement and length of engagement to facilitate safe and supportive settings where past clients can share information and experiences with new clients, including the "Claimant Union” model. 
4. Increase awareness of LASP by ensuring strong communications and sharing of learning via LCN, AdviceUK, ACFA, universities and others, to promote and further the project’s achievements and aims, both locally and nationally. 
5. Develop similar projects by assisting other agencies in project planning and fundraising in order to develop new services using the LASP model.
6. Improve cost benefit analysis by deepening our understanding of volunteer value in the broadest terms to evidence the value and efficiency of a holistic casework model and to assist with the monitoring and evaluation of LASP.  
7. Improve data review to build on recommendations from our recent evaluation which highlighted a need to improve our data collection so that we are capturing the most pertinent information to help us understand an individual’s journey of receiving legal support and any outcomes that are achieved. 
8. Partnership working both with local agencies to improve referral systems and joint working arrangements and also more widely across the UK to prepare and publicise project materials which explain the LASP methodology and which assist advice provider agencies in developing their own law student volunteer legal advocacy support projects.

CASEWORK SUPPORT ROLE:

1. To receive and respond to client enquiries, to communicate with clients face-to-face, video and by phone, email and post and to ensure deadlines are met.

2. To open and manage client files, prepare and send template letters, maintain casework records, record outcomes, and close and archive files.

3. To provide a range of casework support services to the LASP Co-ordinator. 

4. To prepare written information and training and publicity materials to support the Law Centre

5. To assist the LASP Co-ordinator in the supervision of volunteers’ casework to ensure that it complies with case management systems, administrative procedures and quality standards as required by funding bodies and by the Law Centre. 

6. Ensuring appropriate allocation of cases and ensuring case preparation and representation by volunteers is provided in a timely manner and to a reasonable standard.

7. Maintaining LASP volunteers records relating to recruitment, training, availability, attendance, references and other matters.

8. Under the direction of the LASP Co-ordinator, to carry out the recruitment and induction of suitable law students as volunteers with LASP.

9. To work with the LASP Co-ordinator on the planning and co-ordination of training for new student volunteers.

10. Management of volunteer rotas and planning for absences including exam and holiday leave.

11. To liaise with the Welfare Benefits Team Leader and LASP Co-ordinator in relation to project expansion and development.

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

2. Actively contribute and participate in staff and team meetings, and to organisational work such as policy development, strategic planning and developmental activities

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

4. To ensure that the Equality and Diversity policy of the Law Centre is implemented in all aspects of the work of the post-holder.

5. To attend regular supervision meetings to discuss job performance and personal career development 

6. To participate in development activities, including cascading learning internally to teams as appropriate



Person Specification – Legal Advocacy Support Project (LASP) 
Development and Casework Support Officer


The successful applicant will be able to demonstrate the following skills, abilities or experience:

Essential:
· Experience or a demonstrable understanding of partnership working and of successful relationship management with a range of other organisations.
· An understanding of project management principles and the ability to deliver to a plan within budget and to deadlines.
· Interest in, and enthusiasm for, service development, innovation and problem solving.
· The ability to influence others in order to achieve mutually beneficial outcomes.
· The ability to communicate effectively at all levels using appropriate mediums.
· Minimum of 6 months experience of undertaking casework or casework support including PIP or WCA appeals.
· Ability to develop and improve casework standards and efficiency through the use of methods such as casework templates, guides, newsletters and training systems.
· An understanding of the processes and challenges of recruiting, training and supervising volunteers.
· Proven ability to deal sensitively with clients who may be distressed, while communicating effectively in order to give and receive key information.

· Proven ability to maintain casework and statistical records. 

· Demonstrable administrative, organisational and IT skills including Word, Excel, PowerPoint etc.

· Experience of team working and being a positive role model for others.

· An ability to work under pressure, to prioritise effectively and meet deadlines.
· An understanding of and commitment to the Law Centre's Equality and Diversity Policy.
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