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Housing Caseworker - Job Description 

Role purpose: To provide casework and administrative support to the Housing Solicitor
Hours: 35 hours per week.
Accountable to: Housing Solicitor 
[bookmark: _Hlk87969246]Salary: LA Payscale 5/6 £26,421 - £31,364 p.a. +5% Pension Contribution (This post is funded until February 2025, additional future funding will be sought)
Closing date: 5pm 10th January 2024

Key work areas and tasks
General 
· Work within the Law Centre’s ethos and values, especially regarding equality and justice and sustainability of the organisation 
· Keep up to date with legislation, policies, campaigns and procedures relating to housing and undertake appropriate training and development courses.
· Attend relevant internal and external meetings as agreed with the line manager. 
· Prepare for and attend supervision sessions/team meetings/staff meetings as appropriate. 
· Work to Key Performance Indicators as per quality standards. 
· Work within health and safety guidelines sharing responsibility for own health and safety and that of colleagues. 

Casework 

All duties to be undertaken with the supervision and guidance of the Housing Solicitor and training will be provided:
1. Assist in the preparation of possession cases for hearing at the County Court.
2. Assist in work on possession cases, homelessness case and disrepair cases under legal aid.
3. Assist in work on Housing cases not in scope of Legal Aid (including housing allocations, rent increases, complaints, deposit disputes and rent repayment orders) 
4. Assist with legal and policy research in response to regularly changing area of law
5. Receive and identify appropriate referrals and to arrange and conduct interviews with clients 
6. Draft letters, chronologies and other documents 
7. Complete and submit applications for Discretionary Housing Payments and registration for Property Pool Plus.
8. Complete referrals to other organisations when required 
9. Assist with the time recording using our specialist case management system

Administration
1. Deal with photocopying, scanning and filing documents 
2. Deal with and maintain clear records of outgoing post and ensure the proper and timely handling of incoming post
3. Set up and maintain client records including opening, scanning, filing of documents, closing and archiving of case files 
4. Prepare payments of invoices for approval of supervising solicitor 
5. Undertake and ensure accurate time-recording, prompt billing and costing of files 
6. Assist with the preparation and billing of legal aid files under the supervision of the Housing Solicitor.

Other Duties and Responsibilities 
1. Attend meetings with partner organisation, referring Agencies and working groups on behalf of VCLIC and to feed back to the team
2. Assist with networking and building and maintaining relationships with our referring organisations
3. Assist with the development of campaigns around housing issues
4. Comply with and assist to implement VCLIC’s policies 
5. Assist with the preparation of funding and Board reports 
6. Carry out such other duties as may be required in accordance with the developing work of VCLIC’s Housing department 
Housing Caseworker – Person Specification
Essential
1. Commitment to social justice 
2. Experience of working with people facing housing issues 
3. Experience or knowledge of work in Housing law 
4. Commitment to a high quality of client care and ability to work in a sensitive and professional way with clients from a wide variety of cultural, ethnic and educational backgrounds and with a range of different needs 
5. Excellent administrative and organisational skills, including ability to manage time efficiently and to work under pressure to meet strict deadlines 
6. IT skills, including the ability to work with a case management system and other IT applications and MS software and packages, e-bundling and Zoom
7. Excellent written and oral communication skills 
8. Ability to work under pressure and to meet deadlines 
9. Ability to follow and carry out detailed instructions efficiently and promptly 
10.  Ability to use initiative, to be flexible and to prioritise between competing tasks 
11.  Ability to work independently as well as part of the team 
12.  Willingness quickly to learn and develop skills 
Desirable
1. Ability to build good working relationships with referral agencies, volunteers and third parties 
2. Work experience as a case worker, advice worker or paralegal
3. Experience of legal aid work 
4. Awareness of the housing issues faced by residents of LCR
5. Knowledge and awareness of Homelessness services and the laws governing them
6. Experience of working in housing policy work and campaigns.
7. Knowledge or experience of Judicial Review and the Pre-Action Protocol
8. Knowledge of local homelessness and Environmental Health services.
9. Sufficient numeracy to complete costing forms, time-recording, petty cash and billing 
10. Desire to develop as an advice worker with the potential to train to qualify as a solicitor

[image: Image result for law centres network"][image: Image result for the access to justice foundation"][image: Image result for steve morgan foundation"]

VAUXHALL COMMUNITY LAW & INFORMATION CENTRE is a company limited by guarantee Registration No 225225
REGISTERED CHARITY No: 702458



image1.jpg




image2.jpeg




image3.png
THE
ACCESS
TO JUSTICE

FOUNDATION
—_—

Supporting Access to Justice




image4.png
FOUNDATION




