


BRISTOL LAW CENTRE

Job Description	Legal Advocacy Support Project (LASP) 
Casework Support Officer
Fixed Term post to March 2024 

Hours:		21 per week

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

Salary:		Actual salary: £12,300 (£20,500 pro rata)

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 closely involved in the operation of LASP, providing casework support to the LASP Co-ordinator and assisting with volunteer recruitment, training and supervision.

The principal duties of the postholder are as follows:
1. To assist the LASP Co-ordinator with the training and supervision of volunteers. This will include providing guidance to volunteers on interviewing, evidence gathering and case preparation.

2. To review, edit and improve volunteers’ legal submissions.

3. 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.

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

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

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

7. 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. 

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

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

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

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

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

13. 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

7. To carry out such other duties as may be required in accordance with the developing Project and the work of the Law Centre.









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


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

Essential:
· The ability to communicate effectively at all levels using appropriate mediums.
· 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.

· Ability to maintain confidential records

· Demonstrable administrative, organisational and IT skills including Outlook, Word, Excel, online meeting software 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.

Desirable
· Minimum of 6 months experience of 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.
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