Southwark Law Centre

Job Description
Job Title: 
 Housing Caseworker/Solicitor 

Salary: NJC scale SP 28-37 £34,127-£42,433
Hours: 35 hours per week: 
MAIN OBJECTIVES:
· To provide advice and casework in the category of housing law aimed at disadvantaged private tenants 

· To represent tenants at court, participating in the duty scheme rota
· To undertake training and provide second tier support for community agencies
PRINCIPAL TASKS AND RESPONSIBILITIES
Advice and representation 
· Managing a complex housing advice caseload
· Keeping up-to-date with relevant changes in legislation and case law 
· Interviewing and advising clients, face to face, by telephone and email

· Legal research and preparing submissions
· Advocating on behalf of clients by telephone, letter and email with appropriate agencies 
· Conducting and presenting cases at the County Court 
Administration 

· Maintaining case records for the purpose of continuity of casework, information retrieval, monitoring and reporting

· Assisting in preparing reports for funders including case studies 
Training and support

· To provide consultancy support on housing matters for frontline workers in other community agencies 

· To provide training/workshops for the public, voluntary organisations, advice centres and other professionals 
Professional Development

· To attend regular support and supervision and appraisal meetings.
· To keep up-to-date and to meet identified learning and development needs as appropriate, attending a minimum of 16 hours relevant training per year

Team Work and Service Development

· To attend and contribute to staff meetings 
· To attend and actively participate in other meetings as required, and to take an active role in the planning and development of the Service.
· To network and liaise with external agencies as agreed.
General 
· To uphold and promote the Aims and Principles of the Law Centre 
· To be available to work outside normal office hours on occasion as required and notified in advance.
· To undertake any other duties that are compatible with the functions of the post.
Housing Caseworker 
PERSON SPECIFICATION

Essential requirements

1. 2 years recent experience of providing housing advice and representation

in a legal or advice setting on a full time basis
2. Experience of working to legal deadlines/time limits and managing a sizable and complex housing caseload 
3. Experience of working under a LAA contract and using CCMS 

4. Experience of representing clients at the County Court 
5. Experience of interpreting legislation and giving legal guidance and advice face-to-face, using online platforms and over the telephone
6. Ability to use online and written resources to research housing law
7. Understanding of the housing issues affecting private tenants 
8. Understanding of some of the impact of Covid -19 pandemic for low income tenants
9. Ability to work under pressure, to prioritise and to meet deadlines
10. Excellent communication skills 
11. Willingness to contribute to the income generation practices of the Law Centre
12. A commitment to the aims, principles and policies of Southwark Law Centre
13. Ability to use IT effectively including case management systems 

14. Willingness to familiarise yourself with legal aid requirements and procedures 

Desirable 

· Ability to meet the Legal Aid Agency housing supervisor requirements 

· Experience of providing training for frontline workers or the public 
· Experience of providing second tier consultancy for frontline workers 
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