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We were set up in 1992 to ensure that arrivals in this country seeking refugee status under the 1951 UN Convention on the Status of Refugees received the appropriate legal representation in making their case. Since then case law and human rights legislation has brought continuous change to the way in which this advice and refugee rights have developed and is delivered.

Ensuring that refugees receive fair and just treatment within the context of legislation is not always a popular cause, but it often involves those who have suffered badly in various ways in their country of origin. Providing an objective assessment of these individual cases and giving appropriate advice is challenging and demanding work which enables us to make many peoples lives safer as well as providing an essential public service. 

We have a great reputation in this field, recognised only recently by the Law Society, Liberty and Justice in awarding us the 2005 Human Rights awards, supported by a training programme which is second to none in the sector and a strong team ethos.

The latest phase in our development is under way. We have a three year plan which will bring us closer to the people we advise and build on our place in the sector as the highest quality provider of advice. We are a ‘not for profit’ organisation but we expect to make the best use of every pound of public money we receive to deliver effective high quality service to our clients.

If you feel you want a job which will call on you to be clear minded and can sometimes be tough but is also deeply rewarding and you can meet our specification please apply now. 

Jeff Cant

Chief Executive.  

REFUGEE LEGAL CENTRE

JOB DESCRIPTION

POST:
CASEWORKER
RESPONSIBLE TO:
TEAM LEADER

LOCATION:


DOVER
SALARY:


SPINE POINTS 29 -35

SUMMARY
To give advice and to act as legal representative on behalf of asylum seekers and refugees at all stages of the asylum process including preparing and presenting appeals in the Asylum and Immigration Tribunal.

KEY RELATIONSHIPS – INTERNAL
Regional Manager 
Office Manager

Team Leaders
Caseworkers

Administrative Assistants

Senior Caseworkers

Research and Information Team 
Support Services

Legal Officers 





KEY RELATIONSHIPS ‑ EXTERNAL
Home Office
UN High Commission for Refugees

Legal Services Commission 
Non Governmental Organisations

Immigration Service 
Other Refugee and Community Groups

Asylum and Immigration Tribunal
Legal Practitioners

KEY DUTIES AND RESPONSIBILITIES
Casework

· Assess asylum claims based on knowledge of variety of political/social situations in refugee producing countries.

· Assess whether clients are eligible for Legal Services Commission funding under the Legal Help and Controlled Legal Representation schemes.

· Give comprehensive advice and assistance to clients in person and over the telephone at all stages of their applications on asylum related issues, procedures and current policies and practice.
· Conduct in depth interviewing of asylum seekers from a variety of countries often via interpreters.

· Prepare necessary follow up correspondence with clients, Home Office and other agencies which may involve detailed written representations.

· Prepare and present asylum and related appeals in the judicial framework before Immigration Appeals Judges.

· Produce witness statements, court bundles and other related documents for submission to court in asylum appeals.

· Make detailed written legal representations to Home Office.

· Negotiate on behalf of asylum seekers with the Home Office, Immigration Service and Legal Services Commission.

· Refer clients as necessary to other practitioners and agencies for appropriate assistance.

· Research background materials for representations, etc in conjunction with the Research & Information Officer or other staff as and when appropriate

· Research and develop legal and procedural issues to assist in cases in conjunction with the Legal Officers and other staff as and when appropriate
· Keep up to date with relevant changes of legislation and case law.

· Comply with the file system, quality management and time recording systems.

· Ensure all appropriate procedures relating to Legal Help and Controlled Legal Representation funding are followed.

· Comprehend and interpret legal texts.

· Handle a large, active caseload within set targets.

· Process paperwork and invoices regarding interpreters and experts,

Staff Supervision and Training
· Participate in periodic supervisory meetings with Team Leaders.

· Work with and supervise support staff’s work as appropriate, in conjunction with the team leader.

Other
· Type own correspondence and input statistical data on the client database (RIPS).

· Participate in project/development work as appropriate within the Team

· To actively support and promote the Refugee Legal Centre's Equal Opportunity Policy at all times

· Adhere to the Refugee Legal Centre's policy on confidentiality at all times.

This job description is not exhaustive and as such, the postholder will be expected to be flexible, but changes will only be made following discussion with the post holder and the provision, as appropriate, of further training.
PERSON SPECIFICATION





CASEWORKER

KNOWLEDGE/ EXPERIENCE

Essential

· Experience of making convincing and coherent oral arguments

· Experience of writing persuasive and compelling written arguments

· Experience of successfully managing a large client based workload within tight deadlines

· Computer literate in MS Office and the use of databases

· Experience of advice giving

Desirable

· Educated to degree level or equivalent

· Accredited to Level 2 of the Law Society’s Accreditation scheme for Immigration Advice

· Experience of preparing and presenting appeals

· Experience of putting together comprehensive and compelling evidence

· Experience of conducting in-depth interviews

· Knowledge of Immigration and EU Asylum Law and Practice

· Relevant experience in a similar work environment e.g. law, international relations, working with refugees

· Experience of working in a Legal Aid/ Help environment

ROLE – SPECIFIC SKILLS

Planning and Organisation

· Manages time effectively

· Works towards set targets

· Adapts quickly and effectively to urgent issues

Communication

· Communicates clearly and effectively both orally and in writing within and outside the organisation

· Represents the organisation professionally when dealing with all parties
· Negotiates effectively on behalf of others 

· Works as part of team, while being able to work independently.
· Work with clients from different backgrounds, some of whom may be vulnerable and/ or distressed, often via an interpreter

Initiative

· Investigates issues within own area of work and pursues goals and objectives until achieved

· Employs a proactive approach to relevant issues

· Sees opportunities and acts on initiative

Job Knowledge and Organisational Culture

· Keeps up-to-date with professional knowledge, expertise and best practice

· Committed to ongoing personal and professional development and to attending training as and when required

· Proactively shares knowledge of the job and experience of the organisation

· Committed to working within an Equal Opportunities environment

Using Information Effectively

· Follows the organisation’s procedures as well as records and monitors outcomes

· Operates the RLC’s systems to record, monitor and analyse appropriate information

· Comprehends legal texts

· Researches and analyses information 

RLC’s Terms & Conditions of Service
Caseworker, Dover
The following is intended as a brief guide to the terms and conditions of service at the Refugee Legal Centre. Please use this for information purposes only, full details will be given at the time of appointment.

1. 
Salary
The salary range for this post is spine point 29 -35 and the salary is £23,176- £27,491 p.a. (April 2006 Salary Scales).  Staff are usually employed on the bottom of this scale and progress through the increment system.
2.
Hours

We work 36 hours per week on a flexible working basis.  Staff are allowed to take time off in lieu, as overtime is not paid. However, successful candidates will be expected to work as necessary to fulfil his/her responsibilities.

3.
Annual Leave

Holiday entitlement at the RLC is 27 days per year, plus an additional 3 days at Christmas and bank holidays. After five years' service the holiday entitlement is increased to 32 days.
4. Alternative Leave Arrangements
We have a number of generous leave arrangements including maternity, paternity and adoption leave, study leave, career breaks, sabbaticals etc.  We also operate flexible working arrangements including part-time work and job share.

5. Pension Scheme

Employees may join our contributory pension scheme after passing probation. The RLC pays contributions of between 7%-11% of your salary depending upon your age.

6.
Union

The RLC recognises the Amicus union.

7.
Flexible Working
We have an Equal Opportunity Statement, which all employees are expected to follow. We also have policies on study/maternity/paternity leave, sabbaticals, part-time work, job share etc.

8. Accreditation
All employees of the RLC responsible for billable hours in a Legal Services Commission contract (Caseworkers, Legal Officers, Advisors and Team Leaders) are required to be accredited to the appropriate level of the LSC accreditation scheme.
The assessments take the following format: employees are expected to have passed the probationary test after the four week induction programme, and the full accreditation assessment at the appropriate level on the first opportunity.  Employees will be given eight months to have undertaken this.  It is at the discretion of the RLC whether employees are to be given further opportunities to re-sit failed exams.
Employees undertaking the LSC accreditation scheme must ensure their availability to sit the probationary test and full assessments on certain specified dates and any offer of employment is subject to this availability.



MESSAGE FROM THE CHIEF EXECUTIVE








