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NORTH LANARKSHIRE COMMUNITY LEGAL SERVICES 

IN-COURT ADVISER 
JOB DESCRIPTION
Employer:

Board of Directors, Airdrie Citizens Advice Bureau

Job Title:
In-Court Adviser
Responsible To:
Airdrie CAB CEO
Main Purpose:
To provide quality advice and representation services to unrepresented litigants attending Airdrie Sheriff Court with mortgage repossession, rent arrears, sequestration, simplified procedure claims and where required refer clients on to appropriate agencies.


Experience and competence in accordance with the Home Owner & Debtor Protection (Scotland) Act Guidance for Lay Representatives is essential to perform this role. 

Clear commitment to access to justice, principles of CAB Service and customer care. The successful candidate will be subject to standard disclosure. 
Salary:
£24,884 
Hours:
35 Hours/week 
Term:
Permanent subject to funding
Post Funded by: 
Scottish Legal Aid Board 
Responsibilities

· To offer emergency representation and diagnostic advice to unrepresented clients, in mortgage repossession, rent arrears, sequestration, simplified procedure claims and any other suitable areas as required.
· To provide accurate, impartial information regarding clients’ legal position; identify and explain all options and courses of action.

· Apply a holistic approach in advice provision and refer to an appropriate agency as required.

· Maintain a caseload at specialist level of advice ensuring compliance with ethical and professional standards to Type III Housing and Money Advice as described in Scottish National Standards. 

· Keep comprehensive records of casework which meet audit requirements, including use of CASTLE case recording system.
· Be responsible for the recording, collation and reporting of statistical data.

· Keep all records confidential, safe and accessible for future retrieval.

· Extract and compile information for social policy and other reporting purposes.

· Carry out relevant research and/or consultation exercises.

· Assist in developing and gathering evaluation feedback from service users and partners. 

· To assist Simplified Procedure adviser in relevant matters, including the provision of on-the-spot advice, information and representation for unrepresented litigants. 

· To undertake other duties as may reasonably be requested by In-Court Adviser or Bureau Manager. 
Self-Management

· Take responsibility for implementing policies, procedures and protocols of the organisation.

· Take responsibility for personal safety in and out of the office in accordance with the organisation's Safety Procedure.

· Participate in the support, supervision and appraisal process.

· Provide written reports on project progress and for other publications. 
Team work

· Share relevant information and give support and encouragement to colleagues.

· Participate in team meetings and Annual General Meeting.

· Assist in the development of the organisation by participating in development days, task groups etc. when required.
Personal Development 

· Keep up to date knowledge of Legislation, Policies and case law relevant to post

· Identify own learning needs and participate in identified learning opportunities when required.

· Feedback on learning opportunities.

· Provide training to advisers on areas within competence of the role

Partnership and Promoting the service

· To liaise with the Sheriff Clerks Department of Airdrie Sheriff Court and other agencies to maintain referral procedures and develop effective working relationships.

· To liaise with other agencies such as the local authority housing departments and work with these agencies towards the development of a seamless service to the public.

· To work with the aforementioned agencies in the pursuit of a preventative approach to problems that lead to legislative action.

· Work with North Lanarkshire Legal Services Coordinator in order to promote the project to partner agencies linking with local CABx, statutory and voluntary agencies.
· Work to ensure that the service remains well-publicised and is accessible to party litigants throughout the jurisdiction area.

· Present a positive image of the Bureau at all times.

