
 
 
Job Title: Specialist Housing Litigator/Solicitor 0.4 FTE 
 
Responsible to: Casework Manager 

Salary: £28,000pa (pro rata for part time posts) 

Purpose of post: to provide an effective and efficient housing specialist litigation/advice 

service within the aims, policies and principles of Citizens Advice Isle of Wight and our 

contract with the Isle of Wight Council to provide a Housing Court Desk Advocacy Service. 

Duties and responsibilities: 

1. Casework 

To provide specialist casework under the terms of the project contract. 

a) Provide litigation services for all necessary housing cases in the Isle of Wight 

Combined Court. 

b) Receive internal and external referrals. 

c) Act for the client where necessary by negotiating, drafting documents, writing 

letters and emails and making telephone calls to relevant persons. 

d) Negotiate with third parties, including statutory and non-statutory organisations 

as required. 

e) Where appropriate, ensure income maximisation through the appropriate 

referral of clients. 

f) Prepare submissions and provide advocacy, information and advice to clients and 

represent them as appropriate. 

g) Explore options and implications so that the client is able to make informed 

decisions. 

h) Assist clients with other related problems where they are an integral part of their 

case and within the scope of the contract. 

i) Refer to other advisers or specialist agencies as appropriate. 

j) Make home/outreach visits as necessary. 

k) Provide advice and assistance to other specialist staff where appropriate and 

within expertise. 

l) Ensure that all casework conforms to the CPS Casework Quality Standards 

m) Maintain case records on our database Casebook for the purpose of continuity of 

casework, information retrieval, statistical monitoring and report preparation. 

 

 



2. Social Policy 

To assist with social policy work by providing information about clients’ circumstances 

through appropriate channels. 

3. Professional development 

a) To keep up to date with legislation, case law, policies and procedures relating to 

areas of specialism and undertake appropriate training. 

b) Read relevant publications. 

c) Attend relevant internal and external meetings as agreed with the Manager. 

d) Prepare for and attend supervision sessions/team meetings and manage team 

meetings as appropriate. 

e) Assist with local initiatives for the improvement of services to the community. 

 

4. Administration 

a) Review and make recommendations for improvements to project paperwork and 

processes. 

b) Keep up to date with policies and procedures relevant to casework and 

undertake appropriate training. 

c) Attend internal and external meetings as agreed with the manager. 

d) Maintain close liaison with relevant external agencies. 

e) Maintain a library of reference material and case law. 

 

5. Public Relations 

Liaise with statutory and non-statutory organisations and represent our service on 

outside bodies where appropriate. 

6. Other Duties and Responsibilities 

a) Carry out any other tasks that may be within the scope of the post to ensure the 

effective delivery and development of the service. 

b) Demonstrate commitment to the aims and policies of Citizens Advice Isle of 

Wight. 

c) Abide by health and safety guidelines and share responsibility for own safety and 

that of colleagues. 

This post is subject to satisfactory DBS check 

 

 

 

 



 
Specialist Housing Litigator/Solicitor 

PERSON SPECIFICATION 
 

All statements are essential unless indicated otherwise. 

Qualifications 

1. Keep a Practising Certificate issued by the SRA. 

2. Fulfil the LAA requirements as an Authorised Litigator and Supervisor. 

Skills and Experience 

3. Substantial knowledge and experience in housing law. 

4. Extensive and up to date experience working with clients in housing. 

5. Numerate to the level required in tasks. 

6. Ability to use IT in the provision of advice and the preparation of reports and 

submissions. 

7. Effective oral communication skills with particular emphasis on negotiating and 

representing. 

8. Effective writing skills with particular emphasis on negotiating, drafting and 

preparing reviews, reports, correspondence and pleadings. 

Personal Attributes 

9. Ordered approach to casework and an ability and willingness to follow and develop 

agreed procedures. 

10. Understand the issues involved in interviewing clients. 

11. Ability to priorities own work, meet deadlines and manage caseload. 

12. Ability to manage and supervise caseworkers to ensure the quality of advice and 

assistance offered to clients. 

13. Ability to give and receive feedback objectively and sensitively and a willingness to 

challenge constructively. 

14. Ability and willingness to work as part of a team. 

15. Ability to monitor and maintain agreed standards. 

16. Demonstrate understanding of social trends and their implications for clients and 

service provision. 

17. Understanding of and commitment to the aims and principles of the Citizens Advice 

Shepway service and its equal opportunities policies. 

18. Willingness to undertake training and professional development. 

19. Willingness and ability to travel to outreach centres on the Isle of Wight. 


