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Job Title: 			Housing Casework Support Assistant

Hours: 			14 hours per week 

Responsible To: 	Team Supervisor
		
Salary:	£22,381 (pro rata)

Benefits Package: 30 days annual leave plus bank holidays (pro rata), extra leave between Christmas and New Year, 7% employer pension contribution, Employee Assistance Programme, generous family friendly policies and flexible working opportunities

Fixed Term contract until March 2024
 
Key Responsibilities 
· To ensure costs are recovered from the Legal Aid Agency and Courts in a timely and efficient manner
· To assist colleagues with legal and administrative tasks in the Housing Team
Main Duties 
1. To support colleagues with both legal and administrative tasks, principally the recovery of costs from the Legal Aid Agency and through the courts

2. To assist with client enquiries, including initial assessments, managing appointments and supporting solicitors with tasks as required

3. To assess client’s eligibility for services and public funding and make applications for legal aid where appropriate and collecting evidence of means

4. To attend appropriate training courses in order to maintain and develop professional expertise and to satisfy regulatory requirements with a view to taking on own caseload

5. To keep up to date with changes in the law within relevant legal areas as necessary

6. To attend staff and team meetings and undertake tasks allocated at such meetings, and to attend Board of Trustee meetings when appropriate

7.  To attend regular supervision meetings to discuss job performance and personal career development and to prepare suitably for these meetings

8.  To undertake any other tasks as may be identified from time to time and which are generally compatible with the functions for the post and to support the efficient operation of the Law Centre

9.  To adhere to all Law Centre policies including the Equality and Diversity policy

Person Specification 
The successful applicant will be able to demonstrate the following skills, abilities and experience:
Essential Requirements:
1. Commitment and ability to work within a small team

2. A flexible approach and the ability to work under pressure, meet deadlines and adapt to changing priorities

3. Excellent IT skills and experience of working with a range of IT applications including Word, Excel and Outlook

4. Demonstrable organisational skills 

5. Evidence of administrative experience including drafting documents.

6. Excellent written and verbal communication skills and the ability to deal with a wide range of people incl. those who are vulnerable

7. A willingness and ability to travel out of the office as necessary to attend clients, meetings and training

8. An interest in Law Centres and the work they do, including an understanding of confidentiality 

9. An understanding of and commitment to the Law Centre's Equal Opportunities and Diversity policy

Desirable Requirements:
1. Knowledge and/or experience of housing law

2. Experience of working in a legal environment

3. Experience of working within an LAA contracted environment and/or experience of working in the not for profit legal advice sector

4. Experience of working to targets and of income generation
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