IMMIGRATION ADVISORY SERVICE

JOB DESCRIPTION

JOB TITLE:


SOLICITOR 
Responsible to: 

Principal Legal Officer
Responsible for: 

Supervision of caseworkers/solicitors as required
OVERALL PURPOSE OF JOB

To initiate, prepare and conduct higher appeals, Administrative Court and Court of Appeal cases and apply for and pursue Civil/Legal Aid/ LSC funding, as appropriate.

To assist in the development of legal strategy within the IAS and to maintain and improve the quality of IAS casework.

To supervise caseworkers/solicitors as and when required.
MAIN TASKS

1.
To select, instigate and conduct judicial review and statutory appeal (Court of Appeal/Supreme Court) cases as allocated.  
2.
To consider analyse and assess the legal and factual merits of cases with a view to instigating judicial review or statutory appeal to the Court of Appeal as appropriate and take all necessary administrative and procedural steps in order to commence, pursue, negotiate and conclude proceedings, as required.

3.
To conduct appeals in the First Tier and Upper Tribunals of the Immigration and Asylum Chamber.

4.
To consider, analyse and assess the legal and factual merits of cases with a  view to instigating Appeals within the First Tier or Upper Tribunals as appropriate and to take all necessary administrative and procedural steps in order to commence, pursue, negotiate and conclude proceedings, as required.

5.   
To take all necessary steps:

i)
to establish client eligibility for Legal Aid (Legal Help, Controlled Legal Representation, Public Funding Certificate), including assessment of possible client contribution liability. 

ii) 
to exercise Legal Services Commission (LSC)  devolved powers and, where necessary, apply for and obtain Emergency and Substantive Civil Public Funding Certificates; complying with all procedural requirements of the LSC in that regard
iii) 
where required, to appeal (through all available procedures) against any refusal of Legal Aid
iv)
to maintain continuation and extension of Funding where granted

iv)
to arrange for the discharge of Public Funding Certificates, where Civil Court action has been concluded

6.
In judicial review cases, identify legal issues (where necessary seeking Counsel’s opinion), prepare briefs and instruct counsel. In respect of statutory appeals to the Court of Appeal, take priority steps to obtain Counsel’s preparation of grounds of appeal (or otherwise prepare such grounds of appeal) for lodging Notice of Application with the Civil Appeals Office. Ensure that such Notice of Application is lodged with the Civil Appeals Office within relevant time limits. Take all necessary steps for the proper conduct throughout of all such cases of judicial reviews and appeals.

7.
In Higher Appeals cases, represent clients before the First Tier or Upper Tribunal in person or in writing as required, including the drafting of grounds and full preparation of cases.  Draft witness statements, skeleton arguments, representations and other complex documents and letters using MS Word.  Interview and advise clients regarding their appeals.  Visit and correspond with persons in detention to advise and represent them as appropriate.

8.
Ensure that all decisions and actions, both in relation to management, dealing with clients and conduct of cases, comply with, as appropriate, the Civil Procedure Rules, relevant Practice Directions, the Solicitor’s Code of Conduct, the LSC’s Manual and relevant Specifications, and Law Society Practicing Certificate Regulations.

9.
 To make, where necessary, new representations for clients to the Home Office, where justified by the Sufficient Benefit and Merit(s) Test

10.
Ensure prompt billing of LSC contract and certificate cases in line with IAS policies.
11
Meet all relevant deadlines and, where necessary, work unsocial hours to undertake urgent cases.

12
Maintain accurate and up-to-date records of all cases using the in-house database system.
13.
Maintain awareness of legislation, case law and public law principles affecting immigration/ asylum and human rights law. Contribute to and participate in the policy making functions of IAS
14.
Take part in the delivery of IAS legal training courses as required.
15.
Provide legal casework support, advice and guidance to IAS caseworkers.

16.
Undertake any other duties as may reasonably be required.
ALL EMPLOYEES OF IAS HAVE A DUTY TO:

All employees of IAS have a duty to –

· Ensure that their work conforms to the IAS Quality Assurance Standards as laid down in the IAS Operations Manual and other IAS approved policies and procedures, in conformity with Legal Services Commission and the Office of the Immigration Services Commissioner’s requirements.

· 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


· To use the IAS Casework Database for recording casework activity.

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

IMMIGRATION ADVISORY SERVICE
Solicitor

PERSON SPECIFICATION

	1
	Knowledge & abilities
	Essential 
	Desirable
	How assessed

	A
	
	2 years PQE
	3 years PQE
	A

	B
	.
	Admitted as a Solicitor in England and Wales and holding or immediately eligible for holding a practising certificate
	
	A

	C
	
	(Exceptional Candidates who do not meet the above requirements may be considered)
	
	

	D
	
	LSC accredited to Level 2 (will have sat reaccreditation exam by July 2010 with expectation of passing)
	LSC Level 3 or ability to obtain.
	A

	E
	
	
	LSC accredited Supervisor
	A

	F
	
	
	Track record of recorded cases and or High Court judgements.
	A/I

	G
	
	
	Involvement in development of immigration/asylum law policy e.g. in community forums, stakeholder forums or similar.
	A/I

	H
	
	Excellent and demonstrable in-depth knowledge of immigration, asylum and human rights law, rules, policies and procedures
	
	A/I/T

	I
	
	Excellent and demonstrable in-depth knowledge of judicial review, statutory review, public law and community care or welfare rights law.
	
	A/I/T

	J
	
	Excellent and demonstrable in-depth knowledge of Higher Appeals within the First Tier and Upper Tribunals.
	
	A/I/T

	K
	
	Excellent ability of comprehension, analysis and articulation of legal issues
	
	A/I/T

	L
	
	Good knowledge of the operation, procedure and administration of the relevant Civil Public Funding, LSC funding schemes and LSC Specialist Quality mark requirements.
	
	A/I/T

	2
	Skills
	
	
	

	A
	
	Excellent communication skills, both oral and written, both in a legal context and for other purposes
	
	A/I/T

	B
	
	Excellent drafting skills
	
	A/I/T

	C
	
	Excellent computer literacy including MS Word, Excel and Outlook
	
	A/I/T

	D
	
	Strong organisational skills and ability to work under pressure to meet strict deadlines
	
	A/I

	3
	Experience
	
	
	

	A
	
	At least one years experience of supervising legal caseworkers/other solicitors.
	
	A/I

	B

	
	At least three years experience of practice in immigration and asylum field, with excellent and ready-to-use experience of conducting judicial review and Court of Appeal cases
	
	A/I

	C
	
	Extensive experience as a practicing solicitor specialising in judicial or statutory review proceedings with a intimate knowledge of English public law principles relating to judicial or statutory review
	
	A/I



	D
	
	Experience of advice and representation in immigration and asylum cases before the Immigration and Asylum Chamber.
	
	A/I

	E
	
	Experience of billing, costing and preparing files for audit (whether Legal Help, Controlled Legal Representation or Public Funding Certificate)
	
	A/I

	F
	
	Experience of working within an LSC contract and target driven environment.
	
	A/I

	G
	
	
	Experience of or ability to design and deliver training
	A/I

	H
	
	
	Experience of or ability to engage in policy work (briefings, etc)
	A/I


	4
	Other Requirements
	
	
	

	A
	
	Sensitivity to other cultures and issues raised by immigration/asylum law, with evidence of commitment to immigration and asylum legal and policy work
	
	A/I

	B
	
	Willingness and ability to work under pressure, think strategically and take instructions.
	
	A/I/T

	C
	
	Ability and willingness to travel between IAS offices and to other locations through UK as required.
	
	A


Abbreviations: A = Application



   I = Interview



   T = Test
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