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Immigration Advisory Service
Community Legal Advice and Representation for Immigrants and Asylum Seekers





March 2009
Dear Applicant,

Re: Paralegal – Ongoing – Various Locations
Ref: PARA/ONGO/254
Thank you for your enquiry about our recently advertised vacancy. Below is the job description and person specification which you will require to complete the application form. 
Please note that the above post of Paralegal is an on going vacancy and that all applications received will be reviewed, to which the candidate(s) will be contacted should they be suitable for the post.

There are two documents in your recruitment pack, which are vital to the recruitment and selection process. The first is the job description. This sets out the overall purpose of the job and the main responsibilities. The second document is called the ‘person specification’. The person specification describes the person we are looking for to fill the vacancy, in terms of skills, abilities and experience required for successful performance in the post.

We regret that only short listed candidates will be contacted.  Therefore, if you have not heard from us within four weeks from the closing dates, you may assume that we will not be taking your application further.

Completed applications should be sent to Immigration Advisory Service, at the following address:

Human Resources

Head Office
County House
190 Great Dover Street
London

SE1 4YB

The envelope should be marked ‘Private and Confidential’ and the position reference stated on the envelope or if you prefer, you can email your completed application to recruitment@iasuk.org
Yours faithfully,

Human Resources Team

Immigration Advisory Service 

Guidance Notes on Completing the Application Form
When you apply for a job with the Immigration Advisory Service, the decision as to whether to invite you for an interview is based on the information contained in your application form.  It is therefore important that you provide us with all the information we need on which to make a decision.  The following guidance notes will help you to do this.

Preparation:

Carefully read through the whole application form, before you begin to write anything. It is advisable to make a copy of the blank form on which you can write a draft application. The final version should be well presented completed in black ink or type. Particular attention should be made to the person specification when preparing your application.  Please ensure that you state the post job title and reference number.
Internal Candidates:
You should not assume that the Selection Panel will know your career history therefore; you should complete the application form as fully as possible

Additional Information:
Section 4 of the application form is very important. This is where you can sell yourself and make a case for the job. Look at the skills and experience required in the person specification; and provide evidence that you possess these skills, experience or abilities by giving specific examples and stating your achievements. Do not forget to mention any relevant skills you have gained outside full-time employment. In addition to the information you provide on section 4 you may include an additional side of A4 paper. Please ensure that these are clearly marked.

Equal Opportunities:
The Immigration Advisory Service is committed to establishing equal opportunities in all areas of work.  Within Recruitment we will ensure that present and future members of staff or applicants for appointments do not receive less favourable treatment on the grounds of age, disability, ethnic background, family status, gender, race, religion, sexual orientation or social status, or be placed at a disadvantage by imposing conditions or requirements which are not justifiable.

To help us monitor equal opportunities please complete the enclosed monitoring form. The information you provide is not part of the selection criteria.

When you have finished completing the application form, read through it and check that you have completed all sections. 

Make sure you send your application form back in plenty of time. Sending it by first class post the day before the closing date will not guarantee that it arrives on time. Application Forms which are returned late may not be considered. Remember to keep a copy of your completed form for future reference should you be invited for interview. Please note, CV’s will not be accepted.

Equal Opportunities in Recruitment

We take our commitment to equality of opportunity very seriously, and this extends to our recruitment practices.  Managers responsible for short listing will not be given sections 1 or 8 of the application form, which contain your personal details, and therefore short listing will be only on the basis of the responses you give in the application form.  All application forms are given a unique code number which is used in internal processing until short listing has been completed.

The last page of the application form includes an Equal Opportunities section.  Completing this is voluntary and has no effect on your application, but doing so will help us to analyse both the practical impact of our Equal Opportunities policy and the effectiveness of our advertising. Whether completed or not, the Equal Opportunities section will not be sent to the short listing panel.

The aim of the Equal Opportunities policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of race, colour, nationality, ethnic or national origins, religious beliefs, sex, marital status, sexual orientation, or is disadvantaged by conditions or requirements which cannot be shown to be justifiable.

There will be no discrimination against persons with disabilities who have the necessary attributes for a post. Selection criteria and procedures will be frequently reviewed to ensure that individuals are selected, promoted and treated on the basis of their relevant merits and abilities.

Where appropriate, references will be taken up before interviews. A reference from an existing employer will only be taken up prior to interview, with your permission.  Please ensure that your referees include your present or most recent employer and one other referee who can comment on your suitability for the post.

We look forward to receiving your completed form, and wish you good luck with your application. Please do not hesitate to contact us if you have any queries about the application process.

GENERAL TERMS AND CONDITIONS – ALL STAFF

Sickness:

A comprehensive sickness pay scheme is provided

Pension:
IAS provides a flexible contributory pension scheme for permanent employees with options after the end of the probationary period.  Contributions are made by both employee and employer. The pension scheme commences six months after initial employment, provided the probationary period has been completed satisfactorily.

Hours:


36 hours per week in Central London and Oakington




37 hours in all other offices

Holiday:

27 days per annum (including 2 statutory days). 

Equal Opportunities

IAS has an Equal Opportunities Policy.  All employees are expected to display an understanding of and commitment to equal opportunities

Eligibility to Work in the UK

Prior to starting employment, under the terms of the Asylum and Immigration Act 1996 all employers are required to ensure that new staff are allowed to work in the UK.  

Prior to employment new staff are asked to provide appropriate documentary evidence. 

Union Recognition 

GMB is recognised by management for negotiation and consultation on staff terms and conditions. Staff are encouraged to join the local branch

The information above is intended as a guideline for applicants and is not to be viewed as a contract of employment or binding upon the IAS in any manner.  

A statement of the terms and conditions of employment will be supplied upon appointment. 
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