[image: ]

POST:				Team assistant

Reporting to:  			Operations Manager 

HOURS:				35 hours per week over 5 days

[bookmark: _GoBack]Salary scale 5	£19,650 per annum – NJC payscale 5 (pay award pending)	
						
Contract: 	Fixed-term 2 years

Location:	Our Crumpsall office

HOLIDAYS:				28 days


If you have direct experience of immigration or asylum, we particularly want you to apply. We’re committed to support you to develop in this role and if you want to ask any questions or have a chat before you decide to apply, please get in touch with Liz on 07529 221 686 or via email at liz@gmiau.org – we want to hear from you. 

Introduction 
Greater Manchester Immigration Aid Unit is a charity supporting people subject to immigration control across the North West. We offer free legal immigration advice, representation and support services to people seeking asylum, refugees, and children and adults who are at risk. For more information have a look at our website www.gmiau.org , see our 2021 report or follow us on Twitter or Facebook.

What our Team Assistant will do
We’re looking for someone who is able to:
1) Provide administrative support, including preparing standard letters, maintaining files and filing systems, photocopying, scanning and archiving.
2) Manage the room booking diary.
3) Answer telephone calls and respond to callers to the office. 
4) Deal with incoming and outgoing post on a daily basis.
5) Maintain a detailed log of identity documents.
6) Monitor and respond to general organisation emails with guidance from caseworkers where required.
7) Maintaining and ordering stationery.

What everyone at GMIAU does
All staff at GMIAU are also expected to:
1. Prepare reports as requested.
2. Work within GMIAU’s structure and supervision framework.
3. Attend staff meetings and training sessions.
4. Carry out all duties 
· with due regard to equality principles and to challenge discrimination 
· with due regard for the health and safety of yourself and others
· which are commensurate with the duties of and responsibilities within this job description as directed by the Senior Solicitor and Chief Executive Officer.

Unfortunately, we are unable to arrange work permits for people who do not already have the right to work in the UK. We can offer legal assistance with the immigration applications necessary to sustain employment in compliance with UK immigration law.
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