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Triage Caseworker - Person Specification 
1.Knowledge and Experience Process
Essential
1.1 Demonstrable experience in administrative, advice, or casework roles within a legal or charity environment.
1.2 Awareness of and interest in the legal system and access to justice; expert legal knowledge is not required.
1.3 Understanding of the Bar of England and Wales and the role of barristers in providing pro bono legal support.
1.4 Experience of maintaining accurate and confidential records in line with data protection and GDPR requirements.
1.5 Experience of using client or document management systems (e.g. Salesforce, Lamplight, or similar).
1.6 Understanding of equality, diversity, and inclusion principles in service delivery.
Desirable 
1.6 Experience of working directly with vulnerable individuals.
1.7 Experience of triaging or assessing client needs in a legal or social support setting.
1.8 Awareness of safeguarding principles when working with vulnerable adults.

2. Skills and Abilities 
Essential
2.1 Proven ability to manage competing priorities and maintain accuracy in a busy, high-pressure environment.
2.2 Strong written and verbal communication skills.
2.3 Ability to build rapport and communicate sensitively with people from a wide range of backgrounds and levels of distress.
2.4 Proven ability to work collaboratively in a small team while taking initiative and working independently when required.
2.5 Strong organisational and time management skills, with the ability to meet deadlines and manage caseloads effectively.
2.6 Competent IT skills, including use of Microsoft Office, online forms, and databases.
2.7 Proven ability to exercise sound judgment, discretion, and maintain confidentiality.
Desirable
2.8 Experience of contributing to service improvement or developing casework processes.
2.9 Ability to analyse information and identify key priorities or risks in client cases.
2.10 Experience of providing administrative support to legal professionals, advisers, or volunteers.

3.Personal Qualities
Essential
3.1 Empathetic and motivated to support vulnerable people and uphold access to justice.
3.2 Resilient, adaptable, and calm under pressure.
3.3 Positive, proactive, and solution-focused approach to work.
3.4 Appreciation for the value of pro bono work and collaborative partnerships across the legal sector.
3.5 Reflective, open to feedback, and committed to improving own practice.
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