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Immigration Advisory Service

Job Description
JOB TITLE:
Appeals Representative (Immigration Counsellor) 

RESPONSIBLE TO:
Casework Team Leader (Supervising Counsellor)

RESPONSIBLE FOR:
No line management responsibilities.  

Supervises day-to-day work of support staff as it relates to own work

OVERALL PURPOSE OF THE JOB:
To provide written and verbal representation, including advocacy in court, for clients seeking assistance in the Immigration/Asylum law field in accordance with Legal Services Commission Specialist Quality Mark Standards and Legal Policy Guidelines.  To advise clients regarding procedure and practice.

MAIN TASKS:
1. Represent clients before immigration judges, in person or in writing as required, including preparation of cases.

2. Draft witness statements, skeleton arguments, representations and other complex documents and letters using word-processor.

3. Liaise with Immigration authorities, other agencies, and groups as required.

4. Interview and advise clients regarding Immigration/Asylum law, procedure, and practice.  Provide guidance to clients on completion of documents.

5. Supervise support staff when they provide direct administrative and secretarial support.

6. Undertake outreach work as required by Management, including liaising with ethnic communities, delivering talks and presentations to groups, and visiting other groups and centres as appropriate.  Work from various locations as reasonably required by management.

7. Keep up-to-date at all time with changes in Immigration/Asylum law by reading, attending training events and using computer for reference purposes.

8. Deliver training sessions in connection with own field of work to IAS staff and other agencies.

9. Complete any other records in connection with casework in order to meet LSC and IAS requirements maintain statistics and update client files, using manual or computerised systems as appropriate and as required by Management.  

10. Deputise for Supervising Counsellor as required in their absence

11. Maintain professional conduct, comply with IAS standards and uphold the integrity and reputation of IAS at all times

12. Undertake any other duties as may be reasonably required by the Management.

All employees of IAS have a duty to:-

· Ensure that their work conforms to the LSC Quality Assurance Standards as implemented in the IAS Operational Manual, and other IAS approved policies and procedures

· Work within the spirit of IAS Equal Opportunities Policy at all times

· Take due care of their own Health and Safety and that of others in their working environment

Person Specification - Appeals Representative (Immigration Counsellors):
	1
	Knowledge and abilities
	Essential 
	Desirable
	How assessed

	A
	
	LLB or Law related degree/diploma in law.
	
	A

	B
	
	An understanding and sensitivity to other cultures and issues raised by Immigration/Asylum matters.
	
	A I

	C
	
	
	Experience of providing welfare benefits advice.
	A T I

	D
	
	An understanding of the duty to the court and client.
	
	A I

	E
	
	Fully Accredited to LSC Level 2 and Registered or exempt at OISC level 3.
	
	A I

	2
	Skills
	
	
	

	A
	
	Professional advocacy skills within a legal environment.
	
	A T I



	B
	
	Professional communication skills, both oral and written
	
	A T I

	C
	
	Professional organisational skills.
	
	A T I

	D
	
	Proven interpersonal skills.
	
	A I

	3
	Experience
	
	
	

	A
	
	Minimum of one year’s full time experience of immigration and asylum legal advice and representation, covering all heads of policy under the immigration rules.
	
	A T I



	B
	
	Minimum of 1 year’s experience of working to Quality Assurance Standards (Specialist Quality Mark).
	
	A I



	C
	
	Experience of working to legal time limits and managing a heavy caseload.
	
	A I

	D
	
	Experience of using computer software such as MS word, spreadsheets, databases and the ability to type and prepare own documents.
	
	A I

	A
	
	Experience of email and internet.
	
	A I

	B
	
	
	Experience of working in the Not for Profit Sector or a legal environment.
	A I

	C
	
	
	Experience of using other computer packages.

	A I

	4
	Other Requirements
	
	
	

	A
	
	Ability and willingness to travel to other locations throughout the UK as required.
	
	I


Abbreviations:

A = Application Form

T = Test

I = Interview  

