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Job Description 
Job title: Paralegal 
Location: Birmingham
Contract type: Permanent
Accountable to: Managing Solicitors 
Salary: Grade 2- £28,639.85
Hours: 35 per week (pro-rata if part time) 
Leave: 30 days holiday per annum plus bank holidays 
About Shelter 
A home is a fundamental human need, as essential as education or healthcare. Yet millions of people across 
Britain struggle on a daily basis with homelessness, bad housing conditions, soaring rents, discrimination and the threat of eviction. 
Above all we seek a transformation in housing policy, including investment in homes people on low incomes can actually afford – an investment that has been missing for decades and from all political parties, so that now the human cost has become intolerable. 
We need ambitious, best-in-class individuals who are passionate about our cause to join us at this exciting time. This is your chance to play a part in the fundamental change we are striving to achieve. 
Why Join Shelter? We welcome anyone to apply who possess the qualities and behaviours outlined or who believes they have the propensity to learn them fast. You will be joining an inclusive and supportive team who welcome people from all backgrounds. What’s important isn’t your level of education or the opportunities which you have had, it’s about you and how you seize the opportunities ahead of you. 
We are happy to talk about flexible working, personal growth, and to promote a workplace where you can be yourself and achieve success based only on your merit. 
Diversity Statement
At Shelter we are united by our purpose to defend the right to a safe home; our enemy is the social injustice at the core of the escalating housing emergency. We believe to win that fight; we must be representative of the people we are here to help and those who support our movement for change. In all our people decisions, we take pride in being inclusive, fair, equitable and transparent. 
We have committed to combat racism both within and outside Shelter and welcome you on our journey to becoming a truly anti-racist organisation. 
About the Services Directorate 
Shelter’s services provide the support that can be the difference between someone keeping or losing their home. The Services directorate is the largest in Shelter, with some 600 staff and volunteers, currently operating in our 11 hubs, in 21 courts and 3 prisons, and in many other community locations. 
Our Community Services empower their local community to assert their own housing rights by delivering advice and support to people who are struggling with their housing situation. We utilise this evidence and insight to understand and dismantle the systemic housing issues within our communities; by putting people with lived experience at the centre of this work to change policy, practice and culture. 
Our Telephone and Online Advice Services deliver digital advice services that are designed to enable more people to resolve their housing problems themselves, as well as operating an emergency national telephone helpline. 
We provide second tier advice and services for professionals to ensure the wider sector, statutory bodies/ agencies and the wider community understand housing rights and how to apply them 
Our Legal services support individuals to keep their homes as well as using the law to achieve systemic change through our strategic litigation team in partnership with our colleagues in our Policy Team 
The Lived Experience Insight Team works to develop a range of opportunities for people affected by the housing emergency to be involved in the ongoing design, delivery, and governance of Shelter’s work, ensuring that Shelter’s services and campaigns remain relevant, and are developed alongside local communities. 
Our Quality, Compliance and Planning (QCP) function aims to ensure robust contract compliance and quality systems are in place across services, and contract management support is provided to enable the delivery of all funded opportunities within Community Services, TOAS, Legal. 

About the team 
The legal team sits within the Legal and Quality function and exists to defend the right to a safe home by drawing on the valuable work we are doing within our community settings by supporting our housing rights workers to challenge local authorities which will back up and inform our intentional casework model. 
Our legal team consists of support staff, legal advisors and solicitors. We deliver the highest quality housing advice and litigation services from our network of over 11 offices around the country. 
We work closely with other teams in Shelter’s services, taking referrals of casework to undertake legal interventions and bring systemic change in our local communities. 
Shelter’s Legal Service provides specialist legal knowledge across Shelter through the following teams: 
1. Community Legal Team. 
2. Strategic Litigation Team. 
3. Legal Support Team 
The QCP function works with teams to establish appropriate performance measures and monitors processes, ensures consistency of operational delivery, and support continuous improvement of service delivery. The QCP team monitors compliance in terms of operational delivery across services, ensuring compliance with contractual requirements, effective management of risk and a robust approach to managing complaints, safeguarding etc. The QCP team ensures that services operate a continuous improvement cycle of activity, including effective quality assurance, customer feedback and co-production processes. Through quality assurance audits. The QCP function will aim to ensure that teams continue to deliver services that are effective, inclusive and capable of achieving systemic change.

Role Specific Responsibilities

Delivery of legal services
· To support legal casework in the housing category and related areas of law, providing a good standard of professional service and client care.
· To support solicitors and assist the solicitor to maintain an active caseload, including litigation, which enables homeless people, those with housing and related problems to enforce their rights. This includes litigation in test and lead cases and taking cases to judicial review.
· To carry out such casework tasks as may be assigned or delegated by the solicitor and carried out under the supervision of the solicitor, including applying for funding, taking instructions, witness statements, drafting letters, making applications and supporting court representation or by shadowing conducting counsel/solicitor.
· To ensure time recording and targets are met, including in the splitting of time between Legal Aid, and non-chargeable systems change work.
· Other tasks as agreed with the supervising solicitor and managing solicitor

Working within our hubs to deliver our shared community priorities
· Engage with relevant working groups across Shelter including within the Hub that will help continuously improve and integrate our legal services alongside other activities and priorities in Services
· Provide insights, case studies data and trends through a mix of targeted casework to CPC to support or inform policy and campaign work.
· Establish and maintain relationships with external organisations and key stakeholders as part of litigation and legal casework.
Ensuring good practice and compliance
· Ensure a high-quality legal service is delivered, both own and supervised work, meeting professional and quality standards (including Solicitors Regulation Authority (where applicable), Legal Aid Agency (“LAA”), Specialist Quality Mark, Data protection, safeguarding, customer experience and Shelter standards).
·  Work to support development and delivery of the Local Legal Plan to focus on targeted casework, balancing legal advice casework and hub community priorities work.
· Work in accordance with the service’s operating model.
Anti-racism and fighting social injustice
· Work with your team and across Shelter to identify and understand how racism impacts on housing and how an anti-racist approach will help to address the barriers to safe housing.
About you
· You will have knowledge of Civil Procedure Rules
· You will have report writing skills
· You will have the ability to meet financial targets
· You will be able to accurately time record and maintain good case management
· You will have good communication and writing skills
· You will be able to encourage and support teams to meet Shelter’s strategy
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