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Immigration Advisory Service

Job Description
JOB TITLE:
PARALEGAL
RESPONSIBLE TO:
Casework Quality and Performance Manager / Casework Team Leader
RESPONSIBLE FOR:
No line management responsibility

OVERALL PURPOSE OF THE JOB:
To provide paralegal and casework support to the casework team by directly advising and taking instructions from the team’s clients and assisting the team’s caseworkers with the preparation of  applications and hearings.

MAIN TASKS:
1. Provide information and advice on immigration and asylum law and answer enquiries from clients and deal with telephone and drop-in callers.

2. Provide clients with information relating to progress on their existing cases and advice on the appropriate law and policies and procedures.

3. Prepare documentation, including letters and other correspondence in relation to client’s cases.

4. Provide casework and administrative support to IAS staff. In particular, taking initial instructions from new clients, taking further instructions where necessary, drafting statements and preparing other documents for entry clearance/Home Office applications and for court hearings, instructing medical and country experts, assisting with advising clients under supervision.

5. Attend clients in prison and detention centres and surgeries on occasions.

6. Meet specified casework and other targets as set by Supervising Counsellor.

7. Prepare and submit legal bundles and relevant information to meet strict deadlines.

8. Ensure all relevant work undertaken is compliant with the Legal Services Commission contract, the immigration specification and the Specialist Quality Standards and to be in accordance with the OISC regulatory scheme.

9. Assist line manager and other colleagues with maintaining records to Legal Services Commission Specialist Quality Standards and in accordance with the IAS Operations Manual.

10. Maintain IAS statistics and records and ensure that information on cases is kept up-to-date using manual or computerised systems as appropriate.
11. Liaise with other departments and offices of IAS in connection with the transfer of cases/clients and other matters. 

12. Keep up-to-date with changes in immigration and asylum law, policy and procedure by reading and attending training courses, events and conferences as required.
13. Liaise with the AIT or Home Office as required.
14. Provide cover to colleagues whenever possible.
15. Attend training events and conferences as required.

16. Undertake any other duties as may be reasonably required by managers.

All employees of IAS have a duty to: -

· 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

· Ensure that their work conforms to IAS standards of accuracy and quality

· Observe client confidentiality

Person Specification - Paralegal/Caseworker:
	1
	Knowledge and abilities
	Essential
	Desirable
	How assessed

	A
	
	Degree level education (Non legal) with Legal background could be through legal practice, similar paralegal jobs or studies or equivalent or LLB or law related degree.
	Legal Professional Qualifications BVC/LPC
	A

	B
	
	Ability to formulate detailed legal representations. 
	
	

	C
	
	
	Typing skills; minimum of 50 wpm
	A/I/T

	D
	
	Ability to work under pressure, meet deadlines and contract targets.
	
	A/I

	E
	
	Ability to work on own initiative and prioritise own work.
	
	A/I/T

	F
	
	LSC accreditation at minimum level 1 and OISC Level 2.
	Fully Accredited to LSC level 1 and Registered or exempt at OISC level 2.
	A/I

	G
	
	An understanding and sensitivity to other cultures and commitment to Equal Opportunities
	
	A/I

	H
	
	Good level of numeracy.
	
	A/I

	2
	Skills
	
	
	

	A
	
	Professional interviewing skills.
	
	A/I

	B
	
	Professional administrative and organisational skills.
	
	A/I/T

	C
	
	Proven inter-personal skills.
	
	A/I

	D
	
	Professional communication skills, both verbal and written.
	
	A/I/T

	3
	Experience
	
	
	

	A
	
	
	Experience of working in a legal environment.
	A/I

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

	B
	
	Experience of using MS Office such as Word, Excel, Outlook and email
	
	A/I

	C
	
	
	Experience of either advice services or customer services
	A/I


ABBREVIATIONS: 
A = Application Form

T = Test

I = Interview

