WESTERN ISLES CITIZENS ADVICE SERVICE

JOB DESCRIPTION

Job Title:      Legal Adviser
Responsible to: Strategic Manager
Salary: £26,235 plus Islands Allowance
Main Purpose of Job:

To provide a dedicated free legal advice service and in-court representation to CAB clients. To provide support and assistance to CAB clients on a variety of issues including: debt, mortgage repossession, rent arrears and eviction, consumer, and employment. 

Key Tasks
· Work with Bureau Advisers on complex or unusual legal enquiries, particularly in relation to housing, debt, consumer, welfare benefits, and employment;
· Providing advice and representation services directly to clients on complex legal issues, particularly in relation to mortgage repossession, tenancy repossession and related debt matters;
· Provide advice on options and consequences of court actions to clients;
· Negotiate and liaise on behalf of clients with relevant agencies, mortgage lenders, landlords etc with a view to enabling people to remain in their homes and avoid homelessness;
· Assist clients to tackle debt problems that have contributed to their situation in a way which will prevent such problems recurring;
· Produce reports, collate statistics and contribute to local and national social policy work
· To provide advice on, respond to and represent clients in court actions, tribunals, local authority appeals and other legal proceedings relevant to the Project;
· To maintain and monitor quality assurance standards;
· To fulfil all of the conditions of our funding contract with the Scottish Legal Aid Board;
· To liaise and negotiate with CAB staff and other agencies as appropriate, particularly in post -  court work;
· To undertake office administration relating to the duties of the post;
· To manage a caseload and to ensure that maximum progress is achieved in relation to that caseload;
· To undertake CAB training to ensure  understanding and compliance with  all the CAB Policies, Procedures and ethos of the CAB Service;
· To undertake any training required in order to become an approved lay representative for the purposes of repossession proceedings in terms of the Home Owner and Debtor Protection (Scotland) Act 2010; and
· To carry out any other duties and responsibilities, which may reasonably be determined by the Bureau Manager or Board of Directors.
LEGAL ADVISER - PERSON SPECIFICATION

	LEGAL ADVISER
	COMPETENCIES

	QUALIFICATIONS
	· Applicant should have a degree in law or have equivalent qualifications
· Current full driving licence

	EXPERIENCE 
	· Experience in provision of Scottish Legal Advice

· Experience of delivering advice in issues relating to: housing, debt, employment and welfare benefits
· Experience of Project Management

· Experience of representing service users in court
· Experience of negotiating on behalf of service users in court
· Experience of working in a CAB or similar organisation

	SKILLS AND ATTRIBUTES
	· Excellent written and oral communications skills

· Ability to conduct detailed negotiations

· Ability to plan and organise own work

· Project management  

· Computer proficient

· Skilled in report writing

· Collating statistics timeously for reporting on quality assurance to SLAB, WICAS and other relevant organisations

· Able to work to budget
· Ability to work under pressure

· Keen analytical skills

· Ability to manage change and development.

· Legal knowledge of completing court related documents pertaining to all aspects of this post

	VALUES AND ATTITUDES
	· Commitment to team working approach

· Proven ability of working as part of a team 

· Experience of implementing Equal Opportunities Policies and practices

· Commitment to CAB Aims and Principles including Social Policy work.

	KNOWLEDGE


	· Understanding of the impact the third sector in the Western Isles community
· Knowledge of Scottish tribunal, court, local authority appeals and other legal proceedings relevant to the Project. 

	OTHER
	· Ability to work with the media.


