January 2012








Dear Applicant

Re:
Vacancy – Housing Caseworker
Thank you for your interest in this post.  Please find enclosed the following information:

· Information for Applicants

· Application Form

· Person Specification

· Job Description

When you complete your application form, please remember to demonstrate how you meet the requirements of the person specification.  Please do not enclose your CV or other documents as these will not be read.  Candidates who show, on their application form, that they meet the essential requirements of the Specification will be invited for interview.  

Please remember that the closing date for applications is 5.00pm on Wednesday 25th January 2012. If you are shortlisted, we will write to you shortly after that to invite you to an interview on Friday 3rd February.  If you do not receive an invitation to an interview, please assume that you have not been shortlisted.  We are sorry, but we are unable to write to applicants who have not been shortlisted individually.

We look forward to receiving your completed application form.

Yours sincerely

Susan Powell
for ROCHDALE LAW CENTRE

enc

ROCHDALE LAW CENTRE

Job Description for the post of

HOUSING SOLICITOR/CASEWORKER

Hours: 
12 per week fixed term contract 18 months duration

GENERAL REQUIREMENTS FOR POST-HOLDER

1. The post holder will work at all times with a commitment to equality of opportunity and diversity with an understanding of the experience of people who have suffered discrimination.

2. The principal area of work for this post-holder is housing law, promoting and defending the rights of tenants, people who are homeless, threatened with homelessness and/or badly housed.

3. Within this area and other priority work areas set by the Management Committee, the staff team will, between them, provide a mixture of casework, advice sessions, work with groups, education work, outreach work and campaigning as appropriate.

4. All workers are expected to share responsibility for ensuring that administrative and reception duties are adequately covered and that advice is given or referrals made as appropriate.  Training will be given if required.

5. All workers will be involved in the promotional and publicity work of the Centre.

6. All workers will be expected to work in a flexible manner in co-operation with other members of staff to achieve the objectives of the Centre.

7. All workers are expected to work in line with the Law Centre’s policies and procedures, and to assist in developing policy and procedure.

8. The post holder is expected to conduct his/her work in accordance with the relevant requirements of the Legal Services Commission, Law Society rules and other relevant statutory and/or external requirements.

9. The post holder is expected to maintain an up to date knowledge of their specialist area/s of work and attend regular training courses.  Relevant training will be funded by the Law Centre (subject to budget and policy).

10. Except in relation to matters of professional conduct, the post-holder will be accountable to the Senior Solicitor and to the Management Committee.

SPECIFIC TASKS OF THIS POST

The post holder will provide weekly outreach advice sessions alternating between Heywood and Darnhill. 

The post holder will provide legal advice and representation in housing and housing benefit cases, will identify related issues and make referrals as appropriate. 

The post holder will utilise the Law Centre’s case management system and file procedures to keep up to date records of advice given.

The post holder will maintain adequate records to provide reports to any funder of this post as required.  
SPECIFIC TASKS FOR ALL POSTS

13. Jointly with other staff the post holder will assess and determine unmet legal need in Rochdale and help organise and maintain a legal service to meet that need.

14. She/he will provide general and specialist advice and assistance to individuals and groups in one or more areas of the law covered by the Law Centre.

15. Where necessary, she/he will take up casework on behalf of clients, negotiate on their behalf, conduct litigation and represent them at all levels.

16. She/he will ensure that public funding certificates are applied for where possible and that Legal Aid and other costs are claimed and recovered.

17. She/he will maintain an up-to-date knowledge of the relevant law and an awareness of current legal issues.  This will include a basic knowledge of welfare benefits law.

18. She/he will adopt a flexible approach in dealing with the legal problems of individual and client groups and assist them to pursue a non-legal remedy where appropriate.

19. She/he may be required to attend meetings of other organisations and address them on legal issues.

20. She/he will consult with staff and offer them support, supervision and training where needed.  She/he will accept supervision from other staff as appropriate and undergo training where necessary.

21. She/he will cover work where necessary due to the absence of other staff members.

22. She/he will be expected to share in the general administrative work of the Law Centre and may be expected to undertake typing.  This will depend on the staff and other resources available at the Law Centre.

23. On occasions, the post holder may be required to work outside normal office hours, including occasional evening or weekend working for which time off in lieu will be arranged.  (This paragraph may particularly apply to a job-share partner where casework, court hearings and/or meetings arise on a day that is not a normal working day for that person).

OTHERS

24. The other terms and conditions of employment are as set out in the Law Centre’s contract of employment.

ROCHDALE LAW CENTRE

Person Specification for the post of

HOUSING SOLICITOR/CASEWORKER

ESSENTIAL REQUIREMENTS

The post holder must:

1. Have a commitment to diversity and equality of opportunity and to working against discrimination and a willingness to make these principles central to the method of working.

2. Have a commitment to promoting and defending the rights of tenants, people who are homeless, threatened with homelessness and/or badly housed.

3. Have recent experience of a range of housing casework, including some of the following: possession proceedings, disrepair, unlawful evictions, homelessness, re-housing, housing benefit appeals.

4. Be willing & able to develop knowledge and skills in this area of law.

5. Be willing & able to undertake mainly casework for individual clients.

6. Be able to advocate on behalf of clients formally and informally.

7. Be willing to carry out non-legal work (e.g. training, campaigning) and willing to develop relevant skills.

8. Have good communication skills in order to ensure that the education, training and information work of the Centre and its relationship with outside bodies is conducted effectively.

9. Be able to relate to clients from different backgrounds and explain the law clearly and simply.

10. Be able to draft letters and documents in clear and concise language.

11. Be able to communicate and liaise with statutory and other bodies.

12. Be willing to share general administrative tasks at the Law Centre, which will include some typing, and have familiarity with Microsoft word and Microsoft Office software.  

DESIRABLE REQUIREMENTS

It will be advantage for the post holder to:

18. Have knowledge and experience of the law relating to housing benefit and of representing clients at housing benefit appeals or be willing and able to acquire this. 

19. Speak a relevant second language (e.g. Punjabi, Urdu, Bengali, Polish, refugee community language).

20. Have experience in working with or in voluntary groups (in a paid or unpaid capacity).

21. Have experience of carrying out relevant non-legal work (e.g. training, campaigning).

23. Have experience and skills in a relevant second area of law.

24. Have typing skills and/or experience of administrative tasks and/or familiarity with Microsoft Word and other Microsoft Office software.

Rochdale Law Centre 

January 2012

INFORMATION FOR JOB APPLICANTS

ABOUT ROCHDALE LAW CENTRE

Rochdale Law Centre was established 20 years ago with a staff of four, to provide an independent legal resource for local individuals and communities.  We currently employ 12 staff (full & part time) – 9 Caseworkers (including 7 Solicitors and 1 trainee solicitor),  1 Accountant and 2 admin/support staff.  Our main specialist areas of law are Housing, Employment, Discrimination Community Care and Immigration & Asylum. We have received funding to expand the areas of Community Care and discrimination.

The Law Centre serves the whole of the Metropolitan Borough of Rochdale, Heywood, Middleton and Pennines (including Littleborough, Wardle and Milnrow). Our building is in Rochdale Town Centre, but we aim to make our services accessible to the whole of the borough by holding advice sessions around the borough, and by daily telephone advice sessions.

Management Committee

The Management Committee is elected by the members of the Law Centre at the Annual General Meeting.  It is made up of representatives of local groups and of interested individuals.  All members of the Committee bring their own skills, resources and local knowledge to the running of the Law Centre.  The Management Committee is responsible for ensuring local control and local accountability of the Law Centre.  It is their role to set the Law Centre’s priorities, draw up its policies and employ its staff.

The Work of the Law Centre

The Law Centre was established to promote access to legal justice and to serve the needs of traditionally oppressed groups and those whose access to the legal system is restricted.  We aim to achieve this by employing a variety of methods of work, including individual casework and advice work.

The priority areas of work of the Law Centre reflect the needs of the users, and our policy to work against discrimination.  These priorities are set by the Management Committee and are reviewed regularly.  Staff members take up cases and carry out other work in accordance with those priorities.  Our role also involves helping groups and individuals to use their own skills and resources in self-representation.  The aim is for the Law Centre not always to act as “the experts”, but to be available to assist people to conduct their own arguments, campaigns or claims.

The Law Centre has a commitment to directing staff time to activities such as resourcing other advice agencies (e.g. 2nd tier advice, taking referrals of complex cases, training) to provide information and publicity about rights in an accessible form; working with community groups and taking up legal issues that have an effect on members of those groups; working closely with other local advice agencies, statutory bodies, campaigning groups etc. 

Funding
Local Authority Grant

The Law Centre’s funding comes from Rochdale Metropolitan Borough Council.  We have a “service level agreement” with the Borough Council, which covers the funding which they will provide, and the services which we will provide.  This agreement also guarantees the Law Centre’s independence.

Legal Services Commission Contracts

We hold Legal Services Commission contracts, in our 4 main areas of law – housing, employment community care and immigration/asylum.  All caseworkers are expected to achieve supervisor status within their own area/s of law, within a peer supervision system.  All staff are expected to be involved in Legal Services Commission contract work, contributing to the required casework hours and working in line with the contract  requirements.  

Equality and Human Rights Commission

The Commission funds two Discrimination Workers until March 2012. It is hoped that new funding can be identified after that time.

Positive action on discrimination

The Law Centre recognises that some members of every community suffer the effects of discrimination.  This may, for example, be for reason of their race, ethnic origin or language, physical or mental disability, responsibility for dependants, age or class, being HIV positive or having AIDS, or because they are black, a woman, a lesbian or a gay man.  The Centre will, therefore, positively act to ensure that oppressed groups and individuals are not disadvantaged in the provision of its services and priority will be given to this work.

The Law Centre also recognises the experience of people who have suffered discrimination, and that this experience is a vital resource to make sure that the objectives of the Law Centre are carried out.  The Management Committee seek to ensure, therefore, that oppressed groups and individuals are represented in its staff members and in its management.

ROCHDALE LAW CENTRE

APPLICATION FOR THE POST OF

HOUSING CASEWORKER
Please type/wordprocess, or write clearly and legibly throughout.  Do not enclose your CV.

Please return your completed form by 5.00 pm on Wednesday 25th January 2012  to: 

Rochdale Law Centre, 15 Drake Street, Rochdale, OL16 1RE (fax 01706 346558)

PERSONAL DETAILS
SURNAME/FAMILY NAME ___________________________________________________________

OTHER NAME/S ___________________________________________________________________

ADDRESS  _________________________________________________________________________

____________________________________________________POST CODE ____________________

TELEPHONE DAY  ___________________________   EVENING  ____________________________

if you are a qualified solicitor, please give your roll number _________________________________________

please state how you heard about this vacancy __________________________________________________

REFEREES

please provide the name, address and telephone number of two referees, one of whom should be your current or most recent employer.  Please state the capacity in which you are known by each referee.  References will only be taken up after interview, and with your consent.

Referee 1

Name

Address


Telephone

Relationship to you:
Referee 2

Name

Address


Telephone

Relationship to you

PERIOD OF NOTICE

If successful, how much notice do you need to give in your current post?________________________________

SIGNATURE

I confirm that, to the best of my knowledge, the information I have provided in this application is correct.

Signed ___________________________________________________________     Date___________________

EMPLOYMENT HISTORY
Please give details of past and present work (paid, voluntary or at home), including the name and address of employer, job title and a brief description of your duties.  Start with your most recent work.  You may continue overleaf or on a separate sheet, if necessary, for this or any other section on this page.

Job 1  From:                              To:

           Job Title:

Current Salary: £ 

           Name & Address of Employer:

Description of Duties:

Reason for leaving:

Job 2  From:                              To:

           Job Title:

           Name & Address of Employer:

Description of Duties:

Reason for leaving:

Job 3  From:                              To:

           Job Title:

           Name & Address of Employer:

Description of Duties:

Reason for leaving:

TRAINING HISTORY

Please give details of any relevant training you have undertaken, including any relevant short courses.

	TRAINING
	DATES

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


FURTHER/HIGHER EDUCATION & QUALIFICATIONS
Please list any relevant academic, professional or vocational qualifications.

	COURSE
	QUALIFICATION
	DATES

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SUPPLEMENTARY INFORMATION

· Please use this page to provide information about your skills, knowledge, experience and expertise, which shows how you meet the requirements of the person specification for this post.  

· You may continue on additional sheets if necessary (write your name clearly on any additional sheets and attach them to the form).  

please return completed forms by  25th January 2012

Job Advert

ROCHDALE LAW CENTRE
HOUSING CASEWORKER/SOLICITOR 
Fixed term contract 18 months part time 12 hours per week. Salary scale is £20k - £24k pro rata dependent upon qualifications and experience. 

Rochdale Law Centre has been funded by the Lloyds TSB Foundation to provide additional housing casework for a fixed term. The successful candidate will have some knowledge of the relevant law and experience of casework. Experience of representing clients in the County Court or First Tier Tribunal would be an advantage.
For an Information Pack and application forms please send an email to: info@rochdalelawcentre.org.uk or contact Susan Powell or Yvonne Atkinson at Rochdale Law Centre, 15 Drake Street, Rochdale, OL16 1RE telephone number: 01706 657850. Please state whether you prefer an electronic copy or a hard copy posted to you. You can also download an application pack from www.rochdalelawcentre.org.uk. 
Closing date for applications: 5.00pm Wednesday 25th January 2012. 
Interviews will be held on Friday 3rd February 2012.
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