Refugee Action Kingston 
Job Description 
Title of post:
Advice and Advocacy Worker, Arabic speaker  
Job Purpose:
To give advice to RAK clients on housing, benefits, access to services (including health, social care and primary and secondary education); and other relevant issues within the remit of the organisation.  

Hours:
14 hours per week   

Responsible to:

The Director of Refugee Action Kingston 

Salary:

£11,510 p/a. Full time equivalent £28,775 p/a 

 
Annual Leave:

26 days (pro rata) 
Probationary period:
six months  
Contract period:
fixed term contract until 31 March 2019 (with a possibility of extension subject to funding)
RESPONSIBILITIES

Casework

1. To register new clients with the organisation and conduct a comprehensive needs analysis of new clients, as part of the registration process. This is to include explaining all the services RAK can offer and encouraging them to attend.  
2. To provide advice, information and signposting and referral options as required.
3. To carry out casework and follow up work aimed at addressing and resolving issues presented by clients including support to access emergency accommodation and/or subsistence; submitting housing benefits appeals, arranging utility grants and assisting clients in accessing health and social care services, primary and secondary education. 

4. To write letters, reports and complete forms on behalf of clients. To submit housing benefits appeals. 
5. To liaise with other RAK advisers, local authorities, Refugee Community Organisations and other relevant organisations and agencies in order to make appropriate referrals, on behalf of, and in the interest of, asylum seekers and refugees, when specialist advice is required.
6. To advocate for clients with other services and work with other services to increase their understanding of working with refugees and asylum seekers (including access). 
7. To record and input statistical and monitoring information relating to the service on Lamplight. 
8. To write and maintain notes on individual client cases, manually and electronically. To ensure files and appropriate records are kept in accordance with good practice and standards.
9. To follow all policies and procedures relating to the advice service and work within the limitations expected of the service.
10. To ensure that all quality standards are adhered to.
11. To attend appropriate training as agreed with the Director.
12. To deal sensitively with clients presenting at office and telephone callers, giving suport, recording and passing on messages and information. 

Administration
1. Maintain acurate information and administrative systems for the Project.  
2. Assist the Director with monitoring and evaluating the project.
3. Prepare and present reports on the Project to funders and the Management Committee as requested.
4. Maintain confidential and secure personnel records on beneficiaries, as required.
 General responsibilities

5. Attend internal and external training courses as appropriate. Staff are expected to keep themselves informed on current issues relating to their work.
6. Represent Refugee Action Kingston at external meetings as agreed with the Director.

7. To undertake any other duties that may reasonably be required.
Person Specification

1. At least one year’s recent experience of direct advice work in the UK in a generalist agency, or a specialist agency dealing with refugees and asylum seekers. Experience must include giving direct advice and representation to vulnerable clients on a range of issues, welfare benefits; housing; education and health.
2. Experience of managing a caseload with regards to benefits, housing or debt and knowledge of keeping clients’ files in accordance with good practice and standards.
3. Ability to communicate complex information clearly to vulnerable and distressed clients in English and ideally Arabic. 
4. A strong understanding of services available and the needs of refugees moving into the UK.
5. Good understanding/experience of the processes in relation to the benefits system, housing, utilities and financial management.
6. A willingness to learn quickly and develop new skills to support this client group.
7. Ability to communicate effectively, verbally and in writing, both in English and in Arabic. 

8. Ability to prioritise tasks, to identify and work to deadlines and to manage time effectively under own initiative.
9. Ability to access and make sense of information outside your own specialist field of knowledge. 
10. Excellent listening skills and ability to empathise with clients whilst avoiding emotional over involvement and without crossing professional boundaries.
11. Ability to negotiate clearly, sensitively and effectively with statutory agencies. 
12. Ability to work effectively with interpreters, volunteers, colleagues in the team and to establish good working relationships with other projects at RAK, other refugee agencies and community groups.
13. Sound working knowledge of Microsoft Office, in particular Word, Excel, Outlook. Previous experience of using a case management system.
14. Flexibility to cover different services and cover for absent colleagues, sometimes at short notice and willingness to work outside office hours from time to time.
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