
 

    
 
 

Job ad 
 

We are looking for a Paralegal to provide casework and administrative 
support 

 

Migrants Resource Centre (MRC) is seeking to recruit a PARALEGAL to work with 
Solange Valdez-Symonds, solicitor and director of the Project for the Registration of 
Children as British Citizens (PRCBC).  The post is based at MRC’s West London 
office, Derry House, 20 Penfold Street, London NW8 8HJ. 
 
The Project for the Registration of Children as British Citizens (PRCBC) is the first 
and only organisation to focus directly on children and young adults and their rights 
to British citizenship. PRCBC is hosted by Migrants Resource Centre (MRC). 
 
Many children and young adults are eligible to register as British citizens, but do not 
do so for various reasons.  PRCBC aims to raise awareness of registration and 
the importance of citizenship, as well as to support and increase the number of 
children and young adults who register as British citizens. 
 
The first main object of PRCBC is the relief of poverty by the provision of legal 
advice, aid, assistance and services, relating to the registration of children as British 
citizens, to those persons who could not otherwise obtain such provision due to lack 
of means. 
 
The second main object of PRCBC is the advancement of education, particularly but 
not limited to matters relating to the legal framework of British citizenship status. 
 
The work of PRCBC includes complex nationality advice and casework including 
litigation in the higher courts, delivering training to affected individuals and interested 
organisations and publishing briefings, blogs and articles.  PRCBC’s work is funded 
through a mix of legal aid and grants from Trusts and also relies on volunteers taking 
instructions and representing individual cases.  
 
You will need to:- 
1) have a degree in law, LLB or its equivalent  
2) have an awareness of the needs of diverse and vulnerable children, young adults 
and their carers 
3) have the ability to learn about the workings of the legal system and the legal aid 
processes quickly 
4) be able to work under pressure and to tight deadlines 
5) be able to follow detailed instructions 

https://prcbc.wordpress.com/our-work/
https://prcbc.wordpress.com/our-work/


6) be very organised, efficient and capable of working on your own initiative 
7) be able to work within a team of professionals and volunteers from a very diverse 
group 
8) have an absolute commitment to social justice 
9) have or be able to quickly develop networking skills, which will enable you to build 
strong relationships with other voluntary and statutory agencies 
10) have the ability to adapt and work within a small organisation with limited 
resources  
11) submit to enhanced Disclosure and Barring Service (DBS)  
 
The contract is 4 days per week, which will include occasional out of hours 
work/weekend work. Normal working day is 7 hours, with core hours from 10:00am to 
5:30pm. The post will initially be funded for one year and we would want the 
successful candidate to start as soon as possible and no later than 8 April 2018. 
 
Salary: £20k per annum pro rata 
For an application pack, please e-mail:  
prcbc2013@gmail.com 
Closing date for applications: 5pm on Monday, 19 February 2018 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



JOB DESCRIPTION AND PERSON SPECIFICATION: PARALEGAL 

1. Role 

To provide casework and administrative support to Solange Valdez-Symonds, 
solicitor and director of PRCBC 

2. Duties and Responsibilities 

(a) Casework 

- to assist in the preparation of bundles and the collation of documents 

- to conduct legal research 

- to arrange and conduct meetings with clients 

- to draft letters, witness statements, chronologies, applications and other documents 

- to attend court to issue proceedings and applications and to clerk on counsel 

- to deal with enquiries and new referrals  

- to conduct casework in compliance with the Legal Aid Agency requirements 

- to complete public funding forms  

- to ensure that casework is profitable and that steps are taken to maximise 
profitability 

- to assist with the time recording, prompt billing and costing of files 

 (b) Administration 

- to deal with outgoing post and postage  

- to take responsibility for filing  

- to keep PRCBC’s diaries and other central records up to date 

- to ensure that all paper files and electronic files are up to date 

- to ensure that all PRCBC general advice, information and casework is run smoothly 
and efficiently 

3. General 

- to comply with MRC’s equal opportunities policy 

- to attend meetings and seminars when necessary 

- to support the director to maintain proper accounting records 



- to comply with the policies set out in the Office Manual 

4. Standard of Performance 

- you are expected to learn PRCBC and MRC’s procedures and perform them 
competently and reliably 

- you are expected to deal with all enquiries politely, tactfully and efficiently 

- you are expected to pass messages on promptly and to consult with PRCBC’s 
solicitor and director if an urgent message is not going to be acted upon 

- you are expected to assist in ensuring that the service runs smoothly and that a 
high standard of service is provided to clients and third parties 

5. To whom responsible: 

You will be responsible to and act under the direction of Solange Valdez-Symonds, 
PRCBC director and solicitor, your day-to-day supervisor. 

  

PERSON SPECIFICATION 

The person will have the following qualifications, knowledge, skills and 
experience: 

Essential: 

• Submit to Enhanced Disclosure and Barring Service check 

• Excellent intellectual abilities and a law degree or its equivalent 

• Commitment to social justice  

• The ability to work sympathetically and effectively with a wide variety of 
clients, including young people and people with mental health needs 

• Excellent organisational skills, including the ability to manage time efficiently 
and to work under pressure to meet strict deadlines  

• Ability to type, computer literacy and a willingness to use and to develop skills 
in the use of information technology. 

• Ability to conduct legal research, analyse evidence and explain it clearly and 
concisely 

• Ability to use initiative at work 

• Ability to draft documents and letters in plain English 

• Ability to get on with people, be polite, professional and work co-operatively as 
part of a team 

• Sufficient numeracy to complete public funding, costing forms, time recording 
and billing 

Desirable: 

• A proven ability to build good working relationships for example with referral 
agencies, volunteers and third parties 



• Completion of Legal Practice Course and/or demonstrable commitment to 
training as a solicitor 

• Experience of working with young people, migrants and/or people with mental 
health needs 

• Experience of working in a solicitor’s office or equivalent legal/advice work 
environment 

• Experience of using social media or press work 

 


