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                Caseworker
   ==========
   JOB DESCRIPTION AND PERSON SPECIFICATION
   Salary: £18-24,000 pa (plus 8% pension into a personal pension scheme)
   Hours: 40 hours
   Closing date: 5 pm, Monday, 22 September 2003
   Interviews: Week beginning 6 October 2003
   -----------------------------------------
   Background to the 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.
   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 assist in the setting up of a support group for families;
     8. 
       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;
     9. 
       To write briefings for journalists and other interested parties on
       individual cases and on general issues concerning corporate
       criminal accountability and workplace deaths;
     10. 
       To help provide training services, as required.
     11. 
       To assist with and undertake legal research and policy writing.
     12. 
       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.
     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’.
   Skills, Knowledge and Experience
   Essential criteria for this post:
     * 
       Good knowledge and understanding of criminal law and practice the
       way it can apply to work-related deaths;
     * 
       Experience of working on issues of health and safety, corporate
       accountability or the work of regulatory bodies like the Health
       and Safety Executive;
     * 
       Law Degree or professional legal qualification
     * 
       At least six month experience of managing your own caseload.
     * 
       Good legal/practical judgement.
     * 
       Demonstrable ability to deal sensitively with stressed clients.
     * 
       Demonstrable ability to express oneself clearly orally and in
       writing to both lay clients and professionals.
     * 
       Ability to summarise complex facts and legal arguments succinctly.
     * 
       Excellent record keeping skills.
   Essential abilities / qualities for anyone to work here:
     * 
       Commitment to the Centre’s objects and work.
     * 
       Experience in word processing, as the post will be self-servicing
       on Apple Computers.
     * 
       Good time management/organisation.
     * 
       Evidence of self-motivation and initiative.
     * 
       Ability to work under pressure and stay calm.
     * 
       Ability to meet tight deadlines.
     * 
       Interpersonal skills to work in a small office.
     * 
       A safe pair of hands.
   3
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