Centre for Corporate Accountability

Caseworker

JOB DESCRIPTION AND PERSON SPECIFICATION

Salary:  
£18-24,000 pa depending on experience (plus 8% pension into a personal pension scheme)

Hours:  
40 hours

Closing date:
5pm, Wednesday, 28 January 2004  

Interviews: 
Week beginning either 2nd or 9th February

Please note all applications to this post must be typed. We expect detailed answers to the questions on the application form.

Centre for Corporate Accountability

The Centre for Corporate Accountability is a national organisation concerned with improving worker and public safety. The Centre runs a Work-Related Death Advice Service that provides free, independent and confidential advice to families bereaved from Work-Related deaths. The Centre also undertakes extensive research on safety, law enforcement and corporate accountability issues. 

The Centre is a small organisation which has been in existence since 1999. 

The Centre is located in City Road, London EC1, close to Old Street tube station. The offices are no smoking, and we regret that there is currently no proper disabled access.  The Charitable activities of the Centre are funded by the Joseph Rowntree Charitable Trust. 

Please see our web site for further information: www.corporateaccountability.org

Background to this Post

The Work-Related Death Advice Service has been formally in existence for 2 years.

We presently employ only one caseworker, though we are hoping to recruit an assistant caseworker in the near future.

We are in the process of applying for a Legal Services Commission ‘Quality Mark”.

The person recruited to this post will be working as the only caseworker. You will be closely supervised by the CCA Director and Deputy Director.

You should look at the CCA website to see the sort of investigation and prosecution issues that arise out of a work-related death and injury.

Main Duties
1. To provide both oral and written advice to families of the deceased on:

· the role of the police, the regulatory bodies, the Crown Prosecution Service and other appropriate bodies involved in the investigation and prosecution of companies and other organisations who may have some responsibility for a death;

· the role of Coroners and the inquest

· health and safety law, the offence manslaughter, and other relevant law

2. To draft letters to investigation and prosecution bodies seeking clarification about the nature of the their involvement in the death and to raise any concerns that the family may have as seem legally justified

3. To organise and participate in meetings between the bereaved family and the investigation and prosecution bodies;

4. To develop and manage your casework

5. To maintain both a paper and electronic based ‘case file’ system to ensure that notes of all conversations and meetings, as well as incoming and outgoing correspondence, are efficiently retained

6. To liaise with lawyers, trade unions and other organisations who may be representing or assisting the families;

7. To work closely with – and be answerable to - the Director/Deputy Director and attend regular supervisory meetings for guidance and support on case work and managing you workload in general. 

8. To assist in the setting up of a support group for families;

9. To assist in the writing of a handbook for advice workers, lawyers and bereaved families ; on investigation and prosecution issues that arise out of a work-related death;

10. To write briefings for journalists and other interested parties on individual cases and on general issues concerning corporate criminal accountability and workplace deaths;

11. To help provide training services, as required.

12. To assist with and undertake legal research and policy writing. 

13. To assist in the general administration of the office.

Because this is a small office, at times the post-holder will be asked to help carry out such other tasks as are from time to time required.

Estimated Breakdown of activities for this Post 

80% of time

· To provide advice to families;

· To maintain case files and database;

· To set up support group;

20% of time

· To assist with and/or provide training and public speaking;.

· To assist with and/or undertake legal research and policy writing;.

•    General office duties.

Person Specification

To help you assess whether you might be suitable for this post, and to assist the selection panel, we have prepared the following specifications. You should also refer to the job description and accompanying documentation.

Your application will be assessed in relation to the ‘essential criteria for this post’.

Essential criteria for this post:

· You must have one of the following “backgrounds”: 

· a legal background: you could be a qualified solicitor or barrister, a graduate in law or have passed the LPC or bar exams. However, it is important to the Centre that you would be committed to working in the voluntary sector and not be using the Centre as a short stop-gap before obtaining a training contract or moving to another law firm;

· a casework background: this may not be directly in the area but your casework experience will likely be in an advice agency and would have required you to have some – even  limited - knowledge of law. If you come from this background you would be involved in a steep learning curve and you would have to prove to the Centre that in a short period of time we could train you to be an effective caseworker.

· a background in safety or corporate accountability; you may not be a lawyer or caseworker but you would be bringing to the job important experience of working with regulatory bodies or on health and safety, environmental or corporate accountability issues. If you come from this background you would be involved in a steep learning curve and you would have to prove to the Centre that in a short period of time we could train you to be providing proper advice.

· A different academic and professional background: you may be a person with a very different academic or professional background - though with some understanding of law and safety issues - who will be bringing skills and knowledge, other than those of law and casework, that will serve useful for this position. If you come from this background you would be involved in a steep learning curve and you would have to prove to the Centre that in a short period of time we could train you to be providing proper advice.

· Commitment to the Centre’s objects. 

Since you will be the Centre’s main caseworker – and will take up a pivotal position within the organisation - it is important to us that you are committed to the work that we undertake and that we and our clients can be confident that you intend to stay at the CCA for a significant period of time. 

You may  be able to show this by your professional background or through other activities that you have undertaken in the past. If you do not have such a background, you will have to explain why you are now interested in the work that the Centre undertakes.  

•   Excellent Correspondence and Drafting Skills

A lot of your work will involve drafting of correspondence to clients, regulatory bodies, the police and the Crown Prosecution Service. Some of these letters will require the summarizing of complex facts and you may have to be able to draft these under time pressure.  

•   Excellent Analytical and Learning Skills


A client will contact you and, once trained in the issues, you will have to be able to identify what advice and assistance the Centre can provide. In addition, once trained you will be expected to be fully informed of all the relevant law and investigation/prosecution procedures relating to work-related deaths and injuries and be able to know when they are relevant to a client. This requires good  analytical and learning skills.. 

•   Excellent Oral Communication



A lot of your work will be on the phone – speaking to bereaved relatives, and government bodies. You must have an excellent telephone manner and be able to articulate yourself clearly and professionally to a wide variety of people

· Recording Skills

Good casework requires excellent recording skills. Every conversation involving casework must be recorded immediately and accurately in the file and in a database. A law and casework background will often teach you this discipline; if you do not come from such a background you will need to show us how your previous work has trained you to record in a meticulous manner.  

•    Excellent self-administration skills

Everyone in the office undertakes their own administration. A lot of your work is on the computer and you must therefore be confident in their use. You must be able to type quickly and accurately. You will be working on dozens of case files and be able to handle on a number of different cases at the same time.
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