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Assistant Caseworker /Administrator

Job Description

Responsible to: Senior Caseworker
Hours: 18 hours a week, times to be agreed 
Salary: £12,050 per annum, including Outer London Fringe (Under Review)
This position is dependent on funding and may from time to time come under review by the management.

Slough Refugee Support offers in-office and telephone advice to asylum seekers and refugees.  We have a Level 2 Senior Caseworker who supervises 5 volunteer advisers.  In addition, we have part time support from a Level 3 Solicitor.  Our clients are asylum seekers and refugees from many countries, including Somalia, Afghanistan and Syria.  Further details are available in our Annual Review on our website www.sloughrefugeesupport.org.uk. 
Principle Duties and Responsibilities
To assist the Senior Caseworker in undertaking casework with clients and in providing an effective follow-up service to the casework carried out by the volunteers’ advice, information and support service by:
1. Answering the phone and making appointments for clients to attend the office to meet with an adviser or have a telephone appointment
2. Triaging clients who email or drop into the office for advice, booking appointments for them or referring them to appropriate support.
3. Ensuring that the database recording clients’ details is up to date and checking paper files are in order
4. Dealing with the emails and post that comes to SRS for clients and following up where necessary
5. Giving advice on such issues as benefits and housing and preparing immigration advice
6. Assisting in follow up case work, such as writing letters, emails and making phone calls and keeping in touch with clients

7. Assisting the Senior Caseworker and volunteer advisers with help to carry out user surveys, collage the information gathered and prepare reports.
8. Assisting the Senior Caseworker in preparing reports and providing case studies for funders and bodies such as OneSlough, TVIA and the Annual Reports 
9. Attending occasional meetings/conferences/seminars on behalf of SRS and cascading information and skills gained to staff and volunteers

10. Helping to run volunteer adviser recruitment campaigns
11. Writing minutes of advisers’ and volunteers’ meetings

12. Provide updates to policy and procedural changes in government offices that affect clients
13. Undertaking other tasks that may from time to time reasonably be required by the Trustee Board and line manager
14. Undergoing a yearly appraisal
Person Specification 
1. Willing to train to IAA (Immigration Advice Authority) Level 1

2. Experienced in giving immigration and benefit advice 

3. Competent in Word and Excel and general office practices
4. Experience in general administration
5. Experience of the Charity Log database

6. Empathy towards the needs and challenges facing refugees and asylum seekers in the UK

7. Willingness to work collaboratively and enthusiastically with colleagues and volunteers
8. Can demonstrate an appreciation of the importance of valuing diversity and ensuring equality in the workplace 
9. Willingness to be checked for a DBS.
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