IMMIGRATION ADVISORY SERVICE

JOB DESCRIPTION
JOB TITLE
Paralegal (Level 1)
RESPONSIBLE TO:
Casework Quality and Audit Manager/Casework  Team Leader/Supervisor 
RESPONSIBLE FOR:
No line-management responsibility

Overall Purpose Of The Job 

To provide information and advice on Immigration/Asylum law and procedures for clients and to assist clients in progressing their cases subject to requirements of the Immigration and Asylum Accreditation Scheme and the Office of the Immigration Services Commissioner.
To be fully accredited to work under the Immigration and Asylum Accreditation Scheme at the level of Accredited Caseworker under that scheme
Main Tasks  

1. To provide advice on Immigration/Asylum law, Home Office requirements, procedures and policy to clients. To assist clients with making applications to the Home Office, and lodging and preparing appeals as required. 
2. To provide information to clients regarding progress of their case and to assist clients in completion of relevant documents as required by the Legal Services Commission (LSC).
3. To prepare bail applications and to undertake out of office visits as required to detention centres and clients at home. 
4. To prepare documentation, including letters, further representations and other correspondence in relation to clients’ cases and to ensure that clients files and the database is kept updated. 
5. To assess new clients at drop in sessions and to undertake the appeals and other rota’s as required.
6. To document casework and maintain client files to the standards set out in the IAS Office Manual and observe LSC and Office of the Immigration Services Commissioner (OISC) regulations in respect of advice, assistance and record keeping at all times.
7. To deal with all other relevant administration in the maintenance of client records, to the billing and completion of files and to maintain IAS advice statistics and records as required. 
8. To maintain professional conduct standards, and uphold the integrity and reputation of IAS at all times.
9. To undertake continuous learning of this area of law by reading case law, undertaking research and asking relevant questions of supervisors.
10. To keep up-to-date with changes in Immigration/Asylum law by reading and attending training courses as required and ensuring that any continuing professional development requirements are met. 
11. To undertake any other duties as may be reasonably required by management.  
All employees of IAS have a duty to –
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Ensure that their work conforms to the LSC requirements and those 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 and work according to the standard and principles set out in the IAS office manual 
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Take due care of their own Health and Safety and that of others in the working environment
  PERSON SPECIFICATION 

Immigration Advisory Service

	1
	Knowledge & abilities
	Essential 
	Desirable
	How assessed

	A
	
	Degree level education 


	LLB or Law related degree
	A



	
	
	LSC Immigration and Asylum Accreditation Scheme accredited at Caseworker Level (Level 1)
	Higher level knowledge of immigration and asylum law and practice (such as LSC accreditation at Senior Caseworker Level) 
	AIT

	
	
	Ability to formulate legal written representations to the Home Office and other departments.
	
	AIT

	
	
	Ability to communicate both orally and in writing in a professional environment
	
	AIT

	
	
	Ability to work to Quality Assurance Standards such as the LSC or OISC standards
	
	AIT



	
	
	Ability to acquire further knowledge in immigration and asylum law and practice
	
	AIT

	
	
	Ability to work on own initiative and to manage a large caseload
	
	AIT

	
	
	An understanding and sensitivity to other cultures and issues raised by immigration/asylum matters
	
	A I 



	2
	Skills
	
	
	

	A
	
	Client interviewing skills gained in a professional environment
	
	A I 



	B
	
	Good organisational skills and ability to prioritise work
	
	AIT

	C
	
	Proven interpersonal skills
	
	A I 

	3
	Experience
	
	
	

	A
	
	Experience of providing advice in a professional environment
	Experience of preparing appeals to the AIT and Bail applications 

	A I



	B
	
	Experience of working to time limits and managing workloads
	Fluency in a language other than English
	A I



	C
	
	Experience of using computer software such as MS word, spreadsheets, databases and the ability to type and prepare own documents to a high standard 
	
	AIT

	D
	
	Experience of using email and the internet 
	
	AIT


Abbreviation: A = Application Form
 T = Test
I = Interview
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