
 

 

IMMIGRATION CASEWORKER APPLICATION PACK 
 

POST:   Immigration Caseworker  

Application deadline: 10am on Monday, 1st August 2022. 

Accountable to:  Centre Manager 

Hours: part-time, 21 hours/week 

Salary/Fee: £33,000 pro rata, including London Weighting. Per annum salary at 21 
hour/week will be £19,800 

Pension: HMSC provides access to the NEST pension scheme 

Annual leave: HMSC has a generous annual leave policy of 25 days + bank holidays pro 
rata.  

Contract:  Permanent, funding secured initially until March 2025 

The post will require a current DBS check. 

  



ABOUT HMSC 

 

Haringey Migrant Support Centre is a community-based organisation, with nearly a decade of 
experience supporting migrants in Haringey and neighbouring boroughs.  We provide free and 
professional advice, referrals and signposting on issues relating to immigration, housing and welfare.  
 
We are looking for an enthusiastic and committed individual to join our team. The Immigration 
Caseworker will contribute to the delivery of advice and casework assistance to HMSC visitors as 
well as supporting the development of the HMSC immigration service.  
 
The place of work will officially be based at our office in Tottenham, London N17, but we anticipate  
working arrangements will be a mix of home and office working. The post-holder will also be 
expected to service the Board of Trustees including attending evening Board meetings.  
 
The Team: HMSC has a small team of employed staff and a larger team of volunteers. Current Staff  
Include the General Manager, a Development Co-ordinator, a Casework Co-ordinator, a Destitution 
Co-ordinator, a Caseworker and an Assistant Caseworker. We also have 2 freelance staff assisting 
with immigration and administration. Our Centre is currently operating a remote service but we are 
planning to phase in face-to-face contact with our visitors in March. 
 
Working for HMSC: Staff terms and conditions include a supportive probationary period, contractual 
sick pay scheme, access to an Employee Assistance Program, Pension scheme, and generous leave of 
absence allowances. 
 
You can find out more about HMSC and the work we do on our website here: 
http://haringeymsc.org    
 
We recommend you also read our Annual Report here: http://haringeymsc.org/annual-reports/ 
 
HOW TO APPLY 
 
To apply please fill in the application form and the equal opportunities form and return them by 
email to joinus@haringeymsc.org.uk before 10am on Monday, 1st August 2022.  
 
Please ensure you read the person specification carefully before submitting your application. 
Please note that we are using the Education, Training, and Employment History sections to score 
how you meet the ‘Education/Training’ and ‘Experience’ Criteria so please ensure this information is 
included here. The personal statement should address the criteria listed under the ‘Knowledge’, 
‘Skills and Abilities’, and ‘Additional Requirements’ sections. You may wish to use the S.T.A.R. 
method when outlining how you meet our requirements: 
 
● Specific – give a specific example 
● Task – briefly describe the task/objective/problem 
● Action – tell us what you did 
● Results – describe what results were achieved 
  
If you want to chat about this role further, or ask specific questions about HMSC, you can contact us  
by email at: joinus@haringeymsc.org.uk  
 

  



JOB DESCRIPTION – IMMIGRATION CASEWORKER 

PURPOSE OF THE POST  

The Immigration Caseworker will contribute to the delivery of advice and casework assistance to 

HMSC visitors and will undertake duties designed to develop the HMSC immigration service. As this 

is a new post, a degree of flexibility will be required as the postholder works with the team to 

establish where their skills are best utilised. 

The Immigration Caseworker will also help to supervise the work of Legal Support volunteers and 

ensure that data monitoring and other administrative systems are effectively utilised to monitor and 

progress the work of the Centre.  

1. Service Delivery 

The post holder will be responsible for: 

• Providing legal casework assistance to visitors, with a focus on those identified as in urgent 

need; 

• Securing external legal representation for visitors whose cases are more complex and/or 

suitable for assistance from a legal aid solicitor;  

• Development of HMSC’s work providing community legal information sessions and 

workshops, addressing immigration issues and meeting needs identified within the sector; 

• Supervising trainees working towards OISC accreditation (max one trainee at a time); 

• Providing immigration advice during appointments, face-to-face and remotely, and during 

triage as needed; 

• Keeping comprehensive records relevant to the post and required for funding; 

• Supporting the work of the Senior Immigration Adviser and external immigration advisers, as 

required; 

• Sharing responsibility for the quality of work of legal support volunteers, e.g., making 

appropriate referrals, collating bundles, obtaining documents from the Home Office;  

• Ensuring that services are delivered to agreed standards, including OISC Code of Standards, 
and in line with relevant policies, procedures and good practice and assisting in developing 
and improving resources and practices relevant to immigration advice and casework - in 
particular developing a library of precedents, standard forms, and other templates for our 
in-house immigration service.  

 

2. Administration  

The post holder will be responsible for: 

• Maintaining good administrative and IT systems relevant to the post; 
• Responding to correspondence and telephone enquiries in relation to their casework;  

• Performing other clerical and administration duties commensurate with the post. 

The post holder will contribute to: 

• Developing of HMSC procedures and working practices. 

 



 
3. Visitor engagement and involvement 

The post holder will be responsible for: 

• Facilitating visitor access to sources of information and encouraging advocacy among 
visitors. 

The post holder will contribute to: 

• Ensuring that visitors have appropriate opportunities to provide feedback on the service 
which is then used for service improvement; 

• Ensuring that effective processes are in place to allow people with lived experiences to 
contribute to service delivery design and development; 

• Where opportunities exist, ensuring that visitors are supported to engage in wider advocacy 
and communication opportunities. 

 

 
4. Risk management and escalation 

The post holder will be responsible for: 

• Ensuring that casework risks are identified, managed and escalated if appropriate . 

 

 

5.  Overarching responsibilities 

• Give effect to HMSC’s fundamental aim of providing a safe and caring environment for its 
visitors; 

• Express in practice the values and ethos of HMSC in the way people are treated; 

• Enable and encourage visitors (clients) to take advantage of the opportunities and services 
provided by and at HMSC; 

• Enforce and implement sensitively HMSC’s policies and procedures, especially in relation to 
behaviour in the Centre; 

• Work collaboratively with other HMSC staff, sessional workers, advisers, and volunteers;  

• Work within and support the overall policies and procedures of HMSC; 
• Be aware of opportunities for growth; 

• Liaise with the Board of Trustees and to ensure it is informed of HMSC’s activities;  

• Provide contingency cover for colleagues in periods of absence as requested by line 
manager; 

• Follow procedures, polices and good practice in respect of budget and finances; 

• Be proactive in supporting own professional development. 

  



PERSON SPECIFICATION 

Position: Immigration Caseworker (OISC L3 or equivalent)  

Item marked E are essential and D are desirable 

Education/ 

Training 

E - Accredited to Level 2 IAAS/OISC Level 3 or equivalent 

E - Educated to at least A level or equivalent 

D - Degree level or equivalent qualification, or appropriate experience 

Experience 

 

 

E - Experience of providing advice and assistance on immigration matters 

to migrants irrespective of their status 

E - Experience of providing advice on an emergency basis, where 

solutions to complex matters have to be found quickly 

D - Experience of providing support, supervision and training to 

volunteers  

D - Experience of working with case management systems 

D - Experience of recording and reporting outcomes  

Knowledge 

 

 

 

E - Knowledge of London-based refugee, migrant and appropriate 

relevant organisations (including solicitors’ firms and barristers’ 

chambers) providing assistance in immigration matters 

E - Thorough, up-to-date understanding of immigration, asylum and 

nationality law relating to asylum-seekers, refugees, undocumented 

migrants and EEA nationals  

D - Understanding of the issues affecting destitute migrants 

D - Working knowledge of housing and benefit entitlements, asylum 

support provision and community care support for migrants 

Skills & abilities 

 

E - Highly effective communication and interpersonal skills, including 

communicating with those whose first language is not English 

E - Understanding of and ability to deal with refugees’ and migrants’ 

issues with cultural sensitivity and awareness 

E - Excellent administrative and organisational skills to operate 

administrative and record-keeping systems 

E - Ability to keep accurate records of activities 

E - Proven ability to work in a team in a stressful and pressurised 

environment 



E - Ability to work independently and on own initiative, taking 

responsibility for delivering and reporting on set targets 

E - Ability to think creatively, and adopt proactive and holistic responses 

to address the complex issues of migrants 

E - The ability and commitment to maintain confidentiality of client 

information and to remain responsive to their needs 

E - Ability to work in a diplomatic, efficient and professional manner both 

verbally and in writing, ensuring accuracy of information given and 

received 

E - IT literate. Experience of using email, word processing and spread 

sheet packages, databases 

E - A high standard of written and spoken English 

Additional 

requirements 

E - Demonstrable commitment to the principles of equal opportunities   

E- Commitment to putting the needs of service users at the heart of the 

organisation & empowerment of marginalised individuals  

E - Commitment to ongoing training and involvement in the advice work 

of HMSC 

E - Commitment to keeping abreast of developments within the 

immigration welfare, asylum support and sphere that will impact on 

migrants 

 

 

 


