[image: image1.jpg]4 ®

LOTTERY FUNDED




[image: image2.jpg]



[image: image3.png]OISC





Job Description

Job Title: 

OISC Level 2 Immigration Case worker
Role: 

· Be responsible for Revive OISC Level 2 Immigration work provisions in Manchester and in Salford through established referral structures.
· Provide appropriate levels of advocacy, information, advice and support to clients of Revive via the drop-in services, appointments and agreed outreach services.   
· To be responsible for the effective management of an allocated case load. 
· Signpost clients to other agencies for work outside Revive’s remit.
Accountability

· Line Manager
Areas of responsibility

· Have responsibility for a caseload of clients as directed by Revive’s referral structure.

· Lead volunteer case workers in the delivery of the Beswick (Tuesday) drop-in.

· Offer OISC Level 2 legal advice to partnership drop in hubs on a rotating basis.

· Ensure that systems are in place to maintain detailed case records to allow effective continuity of casework, statistics and reporting, particularly focusing on outcomes and client feedback to meet funder requirements.

· Work with existing clients and take on new referrals as agreed with your line manager
· Offering supervision, support and professional/personal development to volunteers within immigration department. 

· To accept referrals from various referring agencies, partners and individuals who self-refer into the drop-in.

· Ensure that all work conforms to OISC standards, and Revive systems and procedures.

· To provide accurate and up to date information to asylum seekers to enable them to make informed decisions about their circumstances and to advocate on their behalf where requested. 
· Network as appropriate with other agencies / partners to spread information, share best practice and improve the services offered.

· Participate in regular line management supervision with the manager of Revive.

· Attend and participate in regular staff meetings and professional consultations or reflections.  

· Practice in a manner that respects the diversity and integrity of Revive clients at all times. 
Specific Duties

Health and Safety

· To ensure that all visitors to the drop-in are recorded.
· To make periodic risk assessments according to the current policies and procedures and communicate these to volunteers.

· To ensure regular fire safety inspections, undertake fire drills and ensure all fire equipment is functioning at the drop-in. 

· To maintain accurate records of all incidents, accidents and injuries that occur at the drop-in and ensure these are reported to the manager and all records are safely kept;

General Duties

· To ensure that the Beswick drop –in is open on time and keep to the required standard suitable for advice and support to clients.
· Uphold and promote the aims and principles of Revive and promote equal opportunities and anti-discriminatory practice.
· Keep up to date with policies and procedures relevant to Revive work.
· Ensure health and safety procedures are followed, sharing responsibility for own safety and that of clients and colleagues. 
· Any other relevant duties as required to ensure the effective provision of the advice service. 
Professional Development

· Be committed to Continual Professional Development and attend relevant in house and external training programmes offered that are appropriate to the role and in the interest of Revive.
· Keep up-to-date with changes in immigration and asylum law, policy and procedure by reading and attending training courses, events and conferences as required.
· Keep up to date with OISC CPD requirements.
· Adhere to Revive’s code of practice regarding confidentiality and anti-discriminatory practice concerning race, gender, religious or political beliefs and sexual orientation.
REVIVE Immigration Adviser (OISC L 2) 

Person Specification

Qualifications 
· Degree or equivalent academic award 
· OISC Level 2/LSC Level 1 Accreditation   

Experience and Skills        
Essential

· Experience of delivering advice at OISC Level 2/equivalent.     

· Ability to provide in –depth advice and information to enquirers through a variety of media and to handle a range of complex and difficult situations.

· Ability to work effectively with volunteers

· Supervisory experience with volunteer staff and appreciation of value that volunteers bring to an organisation.

· Good client care skills and professional interviewing skills.

· Ability to communicate effectively at all levels.

· Ability to work on own initiative and be self-servicing by taking responsibility for typing, keeping case records and inputting information relating to cases.

· Ability to work effectively as part of a team.

· One year’s experience of working with forced migrant and understanding of UKBA Asylum System.

Knowledge

· Extensive up-to-date knowledge, understanding and experience of immigration and asylum issues affecting refugees and asylum seekers.
· Knowledge and understanding of voluntary and community sector.
· Understanding and sensitivity to other cultures and commitment to equal opportunities.
· Knowledge of the advice and legal sectors and of the role of voluntary sector agencies within these sectors

· Knowledge and understanding of the barriers to accessing services faced by displaced people in the UK and of how to work towards addressing these

· Understanding of the need to meet legal requirements and the requirements of the management structure of the project, including Trustees and funders.  

· Understanding of the basic ethics of supporting vulnerable people.

Qualities

Essential:

· Able to work effectively in a busy and demanding environment while maintaining a welcoming and supportive atmosphere for service users, volunteers and partners.

· Able to take responsibility for own workload and ensure all follow up work is completed and recorded and deadlines are met.

· Able to prioritise work to meet the needs of individual service users whilst maintaining an overview  of support to student social worker on placement  and co-ordinating service delivery and the work of volunteers and partners.

· Able to manage personal emotions when working with people who have experience trauma and loss, and to make effective use of supervision and support. 

· Able to represent Revive in a professional manner to external agencies.

· Able to uphold the values and ethos of Revive’s project and partners. 
· Punctuality

· Confidentiality 

[image: image4.jpg]


[image: image5.jpg]Caritas





