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BPP Job Description


Job Title		Qualifying Work Experience Trainee

Department		Group Education Services

Location		Other

Additional details	Based in a centre in England where law is taught

Travel requirements (if applicable): 

Contract type		Full time and fixed term	

Hours of work		37.5

Reporting lines	Head of Clinics/Clinic Managers


Job Purpose	To work as a QWE Trainee in BPP’s Pro Bono Centre, to undertake legal advice cases and assist in managing the Legal Advice Clinics.

Key Responsibilities 	Advising clients under supervision, administration of the Legal Advice Clinics

Skills, experience & qualifications required - Essential


· At the time of appointment to have passed SQE1 or the LPC;
· To have studied at BPP;
· Administration experience;
· Proven ability to design and deliver presentations for large and small groups;
· Experience of volunteering in the pro bono sector;
· Excellent organisational and management skills;
· Excellent verbal and written communication skills;
· Ability to work under pressure and meet deadlines;
· Ability to prioritise tasks;
· Ability to work as part of a team;
· Ability to use computer and information technology;
· Excellent problem-solving skills;
· Flexibility, enthusiasm, initiative and motivation	
· Interest in working with students	
· Patience when explaining new concepts	
· Empathy for pro bono clients
· Ability to learn and develop new skills	

Skills, experience & qualifications required - Desirable

· An interest in social welfare law, particularly housing, family and welfare rights;
· A commitment to promoting pro bono within the legal profession;
· Project management experience;
· Experience of working in a legal or casework-based environment;

Key duties 
· Conducting client screening for suitable cases
· Interviewing clients and taking attendance notes
· Writing letters of advice
· Conducting legal research to find solutions for client issues
· Representing clients at tribunal and court
· Recruiting and liaising with specialist lawyer supervisors (internal and external) 
· Proofreading letters of advice before final sign off from a solicitor and sending out to client
· Delivering interactive training to students and other audiences
· Coordinating clients, students and legal professionals to ensure clinic runs smoothly, including managing all clinic advice sessions
· Delegating roles to responsible students to undertake an element of the day-to-day management  
· Supervising and managing students’ work as student directors across all projects and helping develop them
· Bundling, photocopying  and scanning client documents
· File management of all clinic clients (paper and electronic)
· Project managing all clinic operations
· Recruiting student directors and advisers from among BPP law students 
· Maximising the clinical legal education value of the students’ work
· Promoting the culture and ethic of pro bono among students and the profession
· Managing online and offline Clinic publicity, including on social media
· Playing a part in developing and maintaining the Pro Bono Centre intranet site and website pages
· Developing the Clinic with a view to maximising the number of student advisers involved and number of clients seen
· Developing and implementing effective policy and procedures to maintain best practice and adherence to the AQS quality mark
· Signposting and referring clients to the Pro Bono Centre’s other projects and external agencies
· Putting together a bi-monthly nationwide clinic newsletter and annual report
· Collating feedback surveys 
· Contributing to report and newsletters
· Writing blogs
· Attending BPP open days/evenings and other marketing events
· Developing and maintaining a knowledge of relevant law and developments in pro bono services
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