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Job Description
Job Title:		Immigration advisor
                                            (Funded to March 2023)
Location:		Brushstrokes - Smethwick
Salary:		SCP 26-28 (£24,034.00 – £25,628.00, pro rata)
Working hours:	37 hours per week
Responsible to:      Advice Services Manager 
Base:                       Brushstrokes, St Philip’s Community Centre, Smethwick
Background:  Brushstrokes is a partnership project established in the year 2000 between Father Hudson’s Care (FHC), the Infant Jesus Sisters and the parish of St Philip Neri. The project aims to meet the specific needs of newcomers to the area including refugees, asylum seekers and migrant groups.  
The post if funded by Sandwell Council and  will work in conjunction with Sandwell Citizens Advice in the delivery of an additional drop-in service in Oldbury and take referrals from other member organisations of Sandwell Advice Providers Network.  
Brushstrokes currently delivers a number of services through staff and volunteers:
· Resources - food, clothing, household equipment, baby and maternal equipment 
· ESOL - specialist English support delivered by trained tutors and volunteers
· Information and advice – outreach and centre based, including welfare, housing, and immigration. 
· Refugee Pathway – supporting refugees during the transition from asylum to refugee status
· Work Club – supporting people with IT, training opportunities, volunteering  and CVs
· Community Cohesion activities - days out, community cafe and social opportunities

Job Purpose:
To provide additional advice drop-in services for individuals whose circumstances are complicated by their immigration status. To provide level 2 immigration advice and casework support to individuals whose status is affecting their access to social welfare, housing and social care. 

Key tasks: 
1. To advise clients on all aspects of immigration through a combination of drop-in, appointments, outreach and home visits as appropriate.
2. To plan and co-ordinate an immigration advice drop-in service at Brushstrokes main office and at outreach venues in partnership with Sandwell Citizens Advice.
3. To undertake complex casework when required and manage such cases effectively ensure all deadline are met.
4. Meet specified targets as determined by Brushstrokes Project Manager and the funder of immigration work.
5. To ensure the quality and accuracy of immigration advice provided and its compliance with the requirements of OISC registration and Brushstrokes Community Project. 
Monitoring, evaluation and learning
6. Ensure that all client contact is accurately recorded and entered onto the ‘Advice Pro’ case management system. 
7. To provide supervision, mentoring and training to other staff and volunteers who are working towards or secure OISC accreditation and conduct regular file reviews of the advice given. Including the supervision of OISC level 1 staff form other agencies providing advice at the Oldbury Hub.
8. To provide monitoring and written reports as required by the project manager, management committee and funder(s) and to contribute to Brushstrokes annual report, immigration business plan and strategic plan.    
9. To represent Brushstrokes at local forums, networks and conferences, forming relationships with key individuals and organisation in the statutory and voluntary sector and developing effective referral pathways for complex immigration cases.
10. To identify and evidence social policy issues emerging from the advice and outreach work of Brushstrokes.
11. To develop policies and procedures for the effective delivery and management of immigration advice at Brushstrokes working closely with the project manager.
12. To undertake ongoing professional development as agreed with the project manager, keeping up to date with current case law and policy in relation to immigration and Brexit specifically.
General:
13. To adhere to Father Hudson’s Care policies and procedures (and the values of Brushstrokes community project of ‘Welcoming the Stranger’.)
14. To implement the principles and practice of equal opportunities
15. To undertake any other duties as may be identified by the line manager. 
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                               Person Specification
Job Title:		Immigration adviser/ complex caseworker
Location:		Brushstrokes, Smethwick
	Area
	Description
	Method of Assessment

	Qualifications
	Accredited to level 2 (OISC) or above.
	A, I


	Experience
	Experience of providing advice on asylum and immigration law at level 2 through centre based, drop-in or outreach services.
Experience of supervising, mentoring and training staff and volunteers.
Experience of working in partnership with a range of agencies and stakeholders and delivering training or presentations to community groups
Experience of monitoring and evaluating services, using a casework management systems e.g. Advice Pro and ensuring compliance of immigration advice to OISC standards

	A, I,




A, I 



A, I 




A,I

	Knowledge






	An understanding of issues faced by refugees, asylum seekers, undocumented migrants and EU nationals, and  an ability to work with people from differing social and cultural backgrounds.
Knowledge of current asylum and immigration law, migrants’ entitlements to welfare benefits, housing, social care 
Good communication and active listening skills with the ability to support clients with empathy and an understanding of the need for confidentiality
Excellent literacy, recording, IT and report writing skills.
Able to work on own initiative, be organised, manage time effectively; multitask, and work to deadlines.
	A,I,E




A,I,E





A,I


A,I


A,I



	Other
	A commitment to equal opportunities and an ability to work within the Catholic ethos of the organisation and respect its values with a commitment to ensuring the ethos of ‘welcome the stranger’ runs through the project 
Flexibility to undertake evening and weekend work, hold a full UK driving license and have the use of a car
Enhanced Disclosure from the Disclosure & Barring Service.  (Requested by FHS if appointed) 
	
A, I




A

I





Method of Assessment:	A – Application Form     E – Exercise   I – Interview	    
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