JOB DESCRIPTION

TITLE : 


Legal Adviser (Immigration) 
HOLDER:

DEPARTMENT:

Casework and Training
RESPONSIBLE TO: 

Casework manager/legal adviser 

CONTACT WITH: 

Law Centre staff





Clients





Member and referral agencies




Other appropriate statutory & voluntary organisations





Management committee





Students/ volunteers on placement





Counsel





Media





Members of the public

PURPOSE OF JOB: 
To provide a specialist service across all Law Centre functions in the area of immigration law

MAIN DUTIES:
Advice /Casework

· To give legal advice to callers to the Law Centre advice line and clients in the area of immigration law

· To agree individual objectives and set priorities in accordance with those objectives, to plan and organise work to meet the objectives and agree necessary adjustments

· To research relevant law, seek out and initiate and conduct appropriate cases,  

including test cases, in accordance with the Law Centre casework strategy
· To analyse detailed legal and factual issues, apply sound judgement and take decisions on whether to take on cases in accordance with the casework selection policy
· To advise, keep informed, negotiate on behalf of and represent Law Centre clients before tribunals and, where appropriate, courts and where appropriate, instruct and work with counsel in cases in the higher courts

· To draft appropriate legal documentation prior to and during representation 

· To use the legal aid scheme and liaise with appropriate staff where necessary to comply with regulations governing legal aid, to include, but not limited to, applying for legal aid, seeking appropriate authorities and reporting to the Legal Services Commission to recover outlays and secure professional fees where necessary.

· To keep detailed financial records and seek the appropriate prior authority and report and prepare statement of bill where necessary in accordance with professional standards where monies or outlay are obtained/expended in any cases. 

· To input to the development of the casework strategy and make suggestions for review

· To keep records to an appropriate standard of advice and casework for management, funders and in accordance with relevant professional standards, for example, the standards required by the Legal Services Commission, Law Society of Northern Ireland where appropriate and/or the OISC

· To assist other law centre staff where appropriate with specialist advice in the area of immigration law.

Training

· To identify training needs of members and others, for example, health and social services trusts, in response to changes in legislation and policy

· To produce training materials and deliver training 
Publications/policy work

· To attend, prepare for, and participate in appropriate seminars and conferences 
· To research and produce written material for publication, including on the Law Centre website.

· To respond to appropriate consultation documents and policy statements 
· To participate where appropriate in media interviews on casework and policy issues

· To keep records of policy and partnership work for management

Membership development

· To plan, facilitate and contribute to a regular practitioner group

· To encourage and assist members of the Law Centre in carrying out and developing advice and policy work, including, where agreed appropriate, participating in management committees.

Other work

· To supervise students and volunteers, where appropriate, in legal research and in other work.

· To undertake relevant administrative duties, such as the keeping of files, records, organisation of meetings in performance of the above

· To work as a member of the subject unit, including shadowing and developing other unit members, where appropriate and carrying out administrative duties in relation to the running of the unit.

· To work with the librarian to ensure that the law centre library is up–to–date and relevant for users.

· To undertake training and development to develop and maintain specialist knowledge and skills and to meet continuing professional development requirements as necessary, as funded by the Law Centre
· To work as a member of the casework team in relation to the overall operation, administration and development of the law centre, particularly in relation to casework services and build effective networks and relationships within and outside the Law Centre 

· To undertake such other reasonable duties as may be required from time to time 

