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Hackney Community Law Centre 
 
JOB DESCRIPTION 
 
Job title:  Triage Advice Worker /Administrator  
 
Reporting to:  Manager 
 
Salary:   £28,000 (35 hours a week) 
 
Contract:  3 year post funded by Big Lottery Reaching Communities Fund 
 
Main Purpose of the Job 
 
The post is ideally suited to someone with an interest in social welfare law and who is 
committed to access to justice. The successful candidate will carry out a range of triage 
based work covering face to face and telephone advice but also work over a range of 
administrative tasks to support the Law Centre’s work. Due to the mix of responsibilities 
the post is unlikely to be suited to a person with interest in conducting legal casework 
exclusively.  
 
 

Information for Candidates 
Deadline for applications: 
 
Applications should be emailed to: admin@hclc.org.uk with subject clearly stating: Triage 
Worker Recruitment 
 
Start date: ASAP 
Please take care to read the full application pack and to answer the questions carefully. 
Only candidates who can demonstrate and evidence their commitment to social welfare 
law will be considered for this role. 

 
                   
Duties and responsibilities: 
 

1. Conduct interviews with new clients either face to face or over the telephone to 
quickly identify issues requiring advice and any other related needs. 

 

2. Manage and oversee reception and working closely with volunteers, co-ordinate 
the daily drop-in service and interview each client in turn. 

 

3. Liaise effectively with other agencies including the DWP, local authorities and 
housing providers and in-house advice colleagues. 

 

4. Regularly consult casework staff and pass on advice accurately to clients. 

 

5. In conjunction with the casework team, deal with emergency enquiries outside 
normal drop-in times. 

 

6. Maintain accurate written and electronic records. 

 

mailto:admin@hclc.org.uk
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7. Conduct means assessments and ensure that legal aid funding is applied for where 
possible, and that such funding and other costs are claimed and recovered. 

8. Develop and maintain a register of contacts and organisations to which clients can 
be referred as appropriate. 

 

9. Work in a way that ensures the service is delivered in compliance with regulatory 
requirements and quality standards. 

 

10. Be willing to learn and update knowledge of the law in relevant areas of social 
welfare law where relevant 

 

11. Adopt a flexible approach towards meeting the needs of clients in terms of legal 
advice provision. 

 

12. Occasionally attend meetings with other organisations to promote the work of the 
Law Centre and establish effective signposting and referral mechanisms. 

 

13. Jointly with other staff maintain proper internal working procedures to ensure the 
smooth day to day running of the Law Centre. 

 

14. Provide support, supervision and training where needed; accept supervision from 
other staff as appropriate and undergo training where necessary. 

 

15. Cover work where necessary and appropriate due to the absence of other staff. 

 

16. Attend staff meetings as required. 

 

17. Assist with gathering and collating information in support of applications for 
funding. 

 

18. When necessary, work outside normal office hours. 

 
Administrative 

 

19. Assist with the preparation of marketing materials, including leaflets, annual report, 
website and social media and other media. 

  

20. Maintain accurate records and filing systems in accordance with agreed 
procedures. 

 
21. Administer the archival, storage and retrieval of all files. 

 
22. Data entry, maintenance and retrieval of computerised information for cases, to 

include opening and closing case files.  

 
23. Maintain financial records covering office expenditure and client disbursements and 

preparing invoices and cheques for payment. 

 
24. Maintain update personnel and leave records. 
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25. Prepare and maintain accurate billing records for Legal Help and legal aid using 
the CCMS system. 

 
26. Support Law Centre volunteers, delegate tasks as appropriate.  

 
27. Deal with reporting IT queries to IT support and be liaison where required.  

 
28. Ensure adequate administration systems are in place to support caseworkers and 

management team, including generating reports, collating data. 

 
29. Ensure that all work conforms to HCLC administrative policies and procedures  

 
30. Contribute to Lexcel quality assurance procedures and maintain a high level of 

confidentiality.  

 
31. Support preparation for any external events or training, including room booking and 

set up, compiling materials, dealing with bookings.  
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 Person Specification: Triage Advice Worker 

 Experience Desirable/
Essential 

How Assessed 

1 Practical experience of conducting 
reception work or in a triage role. 

Essential AF/Interview 

 Skills and ability   

2 Experience of working in a 
pressured environment and an 
ability to cope with pressure at 
work. 

Desirable AF/Interview 

3 Willingness to learn quickly about 
diverse areas of law and practice. 

Essential AF/Interview 

4 Effective communication, 
interviewing skills. 

Essential AF/Interview 

5 Ability to work as part of a team 
and on own initiative.  

Essential AF/Interview 

6 Computer literacy  Essential AF/Interview 

7 Ability to assess eligibility for legal 
aid and accurately complete legal 
aid forms 

Essential AF/Interview 

8 Be calm and resilient in the face of 
challenging behavior and to deal 
sensitively and responsibly with 
individuals who may be in crisis. 

Essential AF/Interview 

9 Understanding of the issues and 
problems experienced by people 
living in socially and economically 
deprived areas. 

Essential AF/Interview 

10 Knowledge of  Lexcel 
requirements 

Essential AF/Interview 

11 Practical experience of obtaining 
information from clients. 

Essential AF/Interview 

12 Knowledge of housing, debt, 
employment and welfare benefits. 

Essential AF/Interview 

15 An understanding and 
commitment to equal 
opportunities. 

Essential AF/Interview 

 
Terms and Conditions of employment 
Location: 8 Lower Clapton Road, London E5 0PD but may be required to relocate during 
employment. 
 
Hours: This post is funded for 35 hours per week. Core office hours are 9.30-5.30 with an 
agreed lunch hour. 
 
Holidays: 27 days per year plus bank holidays. 
 
Maternity/Paternity: Details of maternity/paternity leave and other family friendly policies are 
available upon request. 
 
Sick pay: Details of sick pay arrangements are available upon request. 
 
Expenses: Travel expenses are paid for necessary work-related journeys. 
Notice: Statutory notice periods apply. 


