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Immigration & Asylum Caseworker / Solicitor 

Job Description & Person Specification 

Hours: 			21-35 per week 
Responsible To:		Immigration & Asylum Solicitor (Team Leader)

(Bristol) Office or hybrid working 

Salary: £30,000 – £35,000 depending on experience and qualification 
(pro rata if less than 35 hours)
 
Plus generous leave entitlement (30 days pro rata, plus statutory bank holidays and the time between Christmas and New Year), 7% employer contribution pension, flexible working policies and friendly working environment.

Job purpose

Working in a passionate, growing and committed Law Centre team to deliver high quality specialist legal advice, casework and representation within immigration and asylum. The team’s work is funded from a variety of sources, including legal aid, local authority and trust funding – ensuring a diverse mix of work and supervision needs. 

Caseworker / Solicitor duties:

· Provide immigration advice, casework and assistance to clients 
· Manage your own busy caseload 
· Comply with case management systems, administrative procedures and quality standards as required by funding bodies and by the Law Centre. 
· Ensure cases are progressed in a timely way, reported and closed.
· 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
· Have overall responsibility for the administration of your own casework, while using appropriate available administrative support  
· Provide consultancy advice to statutory and voluntary agencies and others, and maintain / develop relationships with relevant partner agencies as appropriate for funded project delivery 
· Provide training and workshops and other materials as appropriate for legal education purposes to partner agencies and the wider community.
· Meet casework, outcomes and billing targets as required by the Law Centre and its funders.  Ensuring work is appropriately time recorded is key to this.
· Ensure the highest standards of client care.


General duties
· Attend appropriate training courses and maintain readership of relevant publications in order to maintain and develop professional expertise.
· Attend team meetings, staff meetings, and Board of Trustee meetings when appropriate
· Actively contribute and participate in meetings, and to organisational work such as policy development, planning and developmental activities, including cascading learning internally to teams as appropriate, and for cross team working on cases and triage.
· Attend regular supervision meetings to discuss job performance and personal career development. 
· Comply with the Law Centre’s policies and procedures, in particular to ensure that the Equality and Diversity policy of the Law Centre is implemented. 
· Travel, on occasion, to other locations to deliver your duties.
· Carry out such other duties as may be reasonably required. 


Person Specification 

Essential 
1. Level 3 OISC or IAAS Senior Caseworker accreditation 
2. Three years’ experience of immigration and asylum casework, which should include at least 2 years working at Senior Caseworker/Solicitor level 
3. A good understanding of the current issues in immigration and asylum law
4. Experience of LAA work (including certificated) and the legal aid billing procedures.
5. An ability to manage a caseload and to prioritise effectively working under pressure and meeting deadlines.
6. Proven ability to deal sensitively and with empathy, with clients who may be distressed, while communicating effectively in order to give and receive key information.  
7. An understanding of the role and function of Bristol Law Centre, and to the Law Centre's Equality and Diversity Policy 
8. A commitment to team working, including working to share knowledge and learning in order to continuously improve ways of working and client outcomes 
9. Experience of partnership working and relationship management with a range of other organisations.
10. Experience of working to targets and to defined outcomes 
11. Experience of working with case management systems to capture and record time. 
12. Good organisational, prioritising and time management skills.
13. Excellent verbal and written communication skills.
14. Commitment to delivery of social justice and to the Law Centre’s mission and values


Desirable
1. [bookmark: _Hlk100830955]Advocacy experience in Immigration Tribunals, including Upper Tribunal  
2. Experience of working with children and young people 
3. Experience of Trauma-Informed Legal Practice  
4. Track record in optimising (legal aid or other) income. 
5. Experience of preparing for audits (e.g. for the Legal Aid Agency and Lexcel)
6. Experience of working on grant funded projects, and/or working in the Voluntary, Community and Social Enterprise sector.
7. Experience of working with IT systems including CCMS, case management software, SharePoint and paperless working. 
8. Ability to prepare and deliver training.
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Helping people access justice




