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Job Pack

Justice First Fellowship Trainee Solicitor

Thank you for your interest in the Justice First Fellowship Trainee Solicitor post at  Kirklees Citizens Advice and Law Centre.  In this job pack you will find information about:
· Information about Kirklees Citizens Advice and Law Centre
· The job description and the person specification
· Our approach to equity, diversity and inclusion
· Organisational ethos and expectations
· The benefits of working for Kirklees Citizens Advice and Law Centre

Timescales for applications:

Closing date:	Friday 28th November 2025 at 12.00 noon.
Interviews:	Interviews will be held on either Wednesday 28th January or Wednesday 4th February 2026.

To apply:	LEF | How to apply for a fellowship


Kirklees Citizens Advice and Law Centre provides independent support and advice to thousands of people across Kirklees and beyond every year. These issues, supported by our generalist service, include welfare benefits, employment, consumer issues and more.
 Our specialist services teams hold Legal Aid contracts in asylum and immigration, housing, discrimination, and welfare benefits. Clients can access our services through our Adviceline, online contact form, or our drop in services based at our Dewsbury office.
We have been active as a Law Centre for over 20 years, and as a combined Citizens Advice and Law Centre for over 10 years, and have a current team of over 40 staff and 15 volunteers.




Our vision: To be part of a community where everyone has equal access to free support and advice, and the ability to enforce and defend their rights.



Our Mission: To provide access to justice for people in Kirklees and surrounding areas by providing a high quality social welfare advice service, covering all levels of information, advice and litigation, delivered by skilled and experienced staff and volunteers. As a leading advice organisation we will support our wider vision by working with, supporting and inspiring others in our networks and by campaigning for social rights and justice.




Our Values: Respect, Empathy, Independence, Collaboration, Justice, Empowerment.





Job Description

	

	Job Title
	Justice First Fellowship Trainee Solicitor


	Location
	This post will be based in KCALC’s offices in Dewsbury but the postholder may also be required to work from other locations in Kirklees.

	Salary

	£26,660 plus 8% non-contributory Pension Schem

	Hours

	37 hours per week

	Reports to 
	Senior Solicitor – Training Principal

File reviews and quality of work supervision will be undertaken by other Supervisors as appropriate.



	
	



Purpose of the role 

The postholder will offer legal advice and representation to clients of KCALC.  Areas covered will all relate to social welfare law but will have a strong focus on Housing law (we will offer an alternative focus on Immigration/Asylum law where candidates are already accredited to undertake casework). 

A key output is qualification as a solicitor experienced in and dedicated to social welfare law. We are keen to retain the successful candidate post-qualification and we have funding contracts in place to support this.


Duties and Responsibilities

· To ensure that all advice, assistance and representation complies with the requirements of the Legal Aid Agency, OISC, SRA, LEXCEL and other regulators and funders, as appropriate.
· To ensure proper time recording, prompt billing and, where required, reporting on project outputs and outcomes.
· To be responsible for own word processing, filing and case-recording with assistance from other staff and volunteers when appropriate and available.



Advice and Casework
· To provide advice and representation to clients of KCALC.
· To assist clients in liaising with other people or organisations to resolve their problems where possible.
· To represent clients at tribunals and courts as and when necessary.
· To visit clients at their homes as appropriate and ensure proper access to the service.
· To attend Counsel’s Chambers with clients as appropriate.

Professional Development
· To attend courses on new legislation, specialist skills and the use of IT, as appropriate.
· To keep up to date with the changes in relevant legislation and issues relating to social welfare law.
· To maintain readership of relevant law journals.
· To attend regular supervision meetings with the 
· Supervisor and/or Senior Solicitor and discuss job performance and personal career development.
· To maintain skills and experience in relevant areas of law as required by regulators/funders.

Research and Campaigns
· To be alert at all times to the social policy implications of issues presented by clients.
· To take appropriate action to influence social policy in regard to these issues.

Special Features
· In addition to the tasks and duties listed in the job description, to undertake such duties as may be identified and which are compatible with the functions for the post.
· This role is funded by the Legal Education Foundation as a Justice First Fellow. Accordingly, there will be opportunities and requirements relating to the funding, including engagement with the wider JFF project. 
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.
· Flexibility to work from other locations in Kirklees as and when necessary.
· Demonstrate commitment to the aims and policies of the KCALC service.



Person Specification

Justice First Fellowship Trainee Solicitor

· It is essential that candidates have completed the Legal Practice Course (LPC) or have an undergraduate degree or other Level 6 qualification and have completed the Solicitors Qualifying Examination (SQE) Part 1.
· Willingness to learn and the ability to complete and pass the SRA requirements for qualification as a solicitor. 
· Experience of delivering advice and/or undertaking casework in a legal environment. It is desirable that this experience be in the provision of social welfare law services and priority will be given to experience in the area of Housing law. Experience of representation or assisting clients through Court or Tribunal proceedings is also desirable.
· Understanding of the not-for-profit legal sector and commitment to the aims and ethos of KCALC.
· Ability to keep good records and to act for the client in a timely manner
· Experience and understanding of the issues involved in interviewing clients on the telephone and face to face.  Skills in identifying client issues and taking information/instructions from clients effectively.
· Ability to use IT systems and packages, and electronic resources in the provision of advice and the preparation of reports and submissions.  
· Experience of managing time, against competing priorities and a varied workload with the ability to monitor and maintain service delivery against agreed targets in a busy environment. 
· A commitment to equality and the skills to engage, communicate and work with a wide range of people from different backgrounds and with a range of abilities.


Preference will be given to applicants with experience of delivering social welfare advice.









Equity, Diversity and Inclusion
· To have regard at all times to the planning and execution of duties to KCALC’s Equity, Diversity and Inclusion Policy.  In accordance with the Equalities Act, reasonable adjustments will be made to facilitate the employment of disabled people.
· To ensure equality of access to the services provided to all potential clients wishing to access the services.


Organisational Ethos and Expectations
As part of their role with Kirklees Citizens Advice and Law Centre all staff to:
· Have a commitment to the aims, objectives and ethos of the organisation, and follow policies, procedures and systems
· Keep the clients’ needs at the centre of all the organisation’s activity, seeking to deliver the best possible service within resource and operational constraints
· Communicate well and appropriately with colleagues and clients, keeping others informed and consulting as much as possible
· Have a professional attitude, being flexible, supportive and cooperative in working together with other staff members and volunteers  
· Show respect for all colleagues, volunteers and clients in how they speak and act and always behave in a non-judgemental way
· Be willing to learn, accept constructive feedback, adapt to change, always aim to improve efficiency and quality, and take responsibility for their own work




Benefits of working for Kirklees Citizens Advice and Law Centre

As a member of the KCALC team you will benefit from:
· A salary of £26,660
· An 8% non-contributory Pension Scheme 
· Healthy Work/Life Balance – 37 hour working week and flexible working scheme. 
· Generous Annual Leave – 33 days holiday, rising to 38 after 5 continuous years’ service plus eight statutory bank holidays. 
· Commitment to health and wellbeing – access to employee assistance programme, discounts on days out, restaurants and high street shopping, contribution towards eye-tests, glasses, dental care and more.
· Discounted and financed travel pass. 
· Commitment to ongoing development - Regular training workshops and personal development opportunities 
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