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JOB DESCRIPTION        
 
Title of Post: Immigration Supervisor    

 IAAS accredited Level 2 Senior Supervising Caseworker 
 
Hours:   35 per week 
 
Salary:   £45,126 - £49,210 dependent on knowledge, qualification, & experience + 3% 

Auto Enrolled Pension 
    
Reports to:   Director 
 
Functional links: The Immigration Unit team, Board of Directors & Trustees, The Director, 

Funders, Policy and Decision Makers, Staff of Islington Law Centre, Partner 
Organisations, The Law Centres Network and other Law Centres, Islington 
Council, and the wider Not for Profit Legal Advice Sector.  

 
Context of the job Islington Law Centre is a large Law Centre based in the London Borough of 

Islington. This post is focused on the provision of high quality legal services to 
clients with a wide range of immigration law issues and ensuring quality 
casework is undertaken in the best interests of the client, compliance with the 
Law Centre Lexcel Quality Standard, other systems, policies and procedures. 

 
 

Objectives of the post 
 

1. To provide high quality legal advice and representation service for individuals, working closely 
with Hackney Migrant Centre and Haringey Migrant Support Centre to provide outreach 
advice ensuring effective partnership arrangements are in place and that clients receive a 
coordinated range of support. 
 

2. To work closely with the wider staff team to provide strong leadership and management for 
the Law Centre’s immigration work. To develop efficient, sustainable, high profile services and 
to both improve and build on what is currently being provided.  
 

3. To form links with key relevant organisations in the legal, advice and voluntary sector at a 
London/regional/national level. Exchanging information and best practice, and developing 
joint initiatives. 

 
4. To gain an understanding of the client base in terms of research and client need and to seek 

to develop strategic solutions to underlying issues. 
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Main Responsibilities 
 
1. Casework, advocacy and outreach 
 
1.1 To provide high quality advice and representation for individual clients.  The post holder will 

be expected to carry out their casework with a high degree of professionalism, and to conduct 
their work in such a way as to meet relevant external standards (e.g. Law Society’s Lexcel 
Quality Mark, SRA, etc.). 

 
1.2 To create a culture of client care in terms of service delivery.  
 
1.3 To undertake outreach work attending both regular and ad hoc advice sessions; this will entail 

building effective working relationships with partner organisations such as Haringey Migrant 
Support Centre and Hackney Migrant Centre, keeping accurate records of work done and 
providing advice and substantive casework help to clients.  

 
1.4 Conducting and coordinating immigration public law litigation on behalf of organisations 

and/or individuals when identified as necessary in the best interest of the client. 
 
1.5 The postholder will where appropriate advocate on behalf of clients and/or client groups in 

both formal and informal settings (e.g. courts, tribunals, case conferences etc.). 
 
1.6 To work closely with the Migrant & Refugee Children’s Legal Unit and external partners in 

identifying matters of concern in relation to legal issues affecting migrant communities, and 
where possible advise on appropriate legal remedies and strategies to improve such matters. 

 
2. Supervision 
 
2.1 To undertake file reviews in line with the Law Centre’s quality framework and to ensure that 

these are properly documented and reported.  
 
2.2 To provide one-to-one and ad hoc supervision to other caseworkers, solicitors, supervisors 

and volunteers within the Law Centre to ensure high quality casework and effective 
communication. 

 
2.3 To advise other staff within the Law Centre on issues relating to their clients where these have 

an immigration component. 
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2.4 To ensure that there are effective systems within the Immigration Unit for identifying and 
meeting deadlines and key dates. 

 
2.5 To ensure that there are effective systems within the Immigration Unit for maximising legal 

aid income and managing, reporting and billing files efficiently. 
 
2.6 To liaise with the Director where there are concerns about any particular case and/or 

potential conflicts of interest or other professional conduct issues.  
 
3. Compliance & Regulation 
 
3.1 To maintain a Practicing Certificate in your own name and any other accreditation relevant to 

the role. 
 
3.2 To hold a Disclosure & Barring Service (DBS) certificate at enhanced level (if working with 

children) – the Law Centre can arrange this for the successful candidate, but employment is 
contingent on a clear certificate being obtained.  

 
3.3 To ensure the Law Centre central human resources systems are up to date in terms of 

certificates and accreditation details.  
 
3.4 To ensure compliance with the Solicitors Regulation Authority requirements where 

appropriate. This includes maintaining a personal competence record of all personal 
objectives in terms of training and development needs and any courses or training 
undertaken to evidence compliance. 

 
4.  Operational Management & Performance 
 
4.1 To ensure legal aid income is maximised on your own cases. 
 
4.2 To organise and ensure caseload is progressed in a timely way, reported and closed to ensure 

regular cash flow. 
 
4.3 To ensure all activity is entered onto the Law Centre case management system to enable 

accurate reporting and to maximise income. 
 
5. Data Protection 
 
5.1 To ensure adherence to Islington Law Centres Data Protection policy and procedures. 
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6. Other 
 
6.1 To attend and participate in immigration Unit and Law Centre meetings as requested. 
 
6.2 To attend other ad hoc meetings when necessary.  
 
6.3 To assist with the organisation of and participation in the Law Centres seminars and training 

events. To participate in other committees as required.  
 
6.4 To attend out-of-hours meetings when necessary. 
 
6.5 To undertake other tasks as directed relevant to the post. 
 
6.6 To carry out the functions of the post with proper regard to ILC’s Equal Opportunities policy. 
 
6.7 To carry out the functions of the post with proper regard to ILC’s Health and Safety policy. 
 
6.8 To always act in an ethical manner that upholds the good reputation of Islington Law Centre. 
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