
​Legal Services Admin Support Volunteer​
​Overview​
​Citizens Advice Sheffield is Sheffield’s leading provider of advice services and advocacy services.​
​We help about 20,000 people a year with a range of issues. Our services are confidential,​
​independent, impartial and free. We are an independent charity and a member of the Citizens​
​Advice network and Law Centres Network.​
​We currently deliver about 30 different targeted services spread across around 40 locations​
​throughout Sheffield.​

​This administrative role plays an important part in the day-to-day running of the Legal Services​
​Team within Citizens Advice. You will assist the current Legal Services Administrator by providing​
​efficient administrative support to the team, clients and case management processes.​
​Responsibilities will include contacting clients, arranging appointments and providing a​
​welcoming service, as well as opening and closing case files, maintaining case management​
​records, archiving files and collating information. You will also assist with preparing reports and​
​information for the Legal Aid Agency, producing Excel reports, maintaining accurate records and​
​liaising with the Finance Team regarding financial and case-related information.​

​What will you do?​

​Typical responsibilities include:​
​●​ ​Opening, maintaining, closing and securely archiving legal case files.​
​●​ ​Maintaining accurate and up-to-date case records and information on the case​

​management system.​
​●​ ​Contacting clients, arranging appointments and providing a professional and welcoming​

​service.​
​●​ ​Supporting the Legal Services team with case administration, correspondence, enquiries,​

​deadlines and documentation.​
​●​ ​Extracting, collating and checking information and producing Excel, management,​

​performance and case-related reports.​
​●​ ​Assisting with reports and information required by the Legal Aid Agency and Finance​

​Team.​



​●​ ​Providing administrative support for meetings, including preparing paperwork and taking​
​minutes where required.​

​●​ ​Liaising with internal teams and relevant external organisations, including the Legal Aid​
​Agency, courts and other professional bodies.​

​●​ ​Providing general administrative support to the Legal Services Administrator and Legal​
​Services team to ensure the effective day-to-day running of the service.​

​●​ ​Undertaking other reasonable administrative duties as required.​

​What’s in it for you?​

​●​ ​gain and build on valuable skills and experience such as communication, admin, IT skills​
​and working in a team​

​●​ ​increase your employability​
​●​ ​contribute to the smooth running of the Housing advice team which makes a real​

​difference to peoples’ lives​
​●​ ​Flexible working arrangements​
​●​ ​work with a range of different people, independently and in a team.​
​●​ ​Receive appropriate training and support to develop the skills required for your volunteer​

​role​

​And we’ll reimburse expenses too.​

​What do you need to have?​

​Minute-taking skills/experience are essential for this role​

​●​ ​be proactive, friendly and approachable​
​●​ ​respect views, values and cultures that are different to your own​
​●​ ​have good IT skills, including proficiency in Google Workspace​
​●​ ​Be organised and have good time-management skills​
​●​ ​be willing to learn about and follow the Citizens Advice aims, principles and policies,​

​including confidentiality and data protection​
​●​ ​be willing to undertake training in your role​



​How much time do you need to give?​

​Ideally, we ask for a minimum commitment of one 4 to 6 hour session per week for at least 12​
​months. You will need to be available weekdays (excluding Thursdays and Fridays) during office​
​hours.​

​Valuing inclusion​

​Our volunteers come from a range of backgrounds and we particularly welcome applications​
​from racially minoritised people/people of colour, disabled people, people with physical or​
​mental health conditions, LGBTQ+ and non-binary people. Above all we’re keen that our​
​volunteers reflect the full diversity of our city and the people we aim to help.​

​If you are interested in becoming a specialist​​Legal Services Admin Support Volunteer​​please​
​read through our Information Pack and complete an application form, both available to​
​download from our website.​
​If you would like to discuss the role in more detail - including questions about time commitment,​
​flexible working and how we can support you through training and beyond - please contact us​

​Contact details​

​Email​ ​volunteering@citizensadvicesheffield.org.uk​

​P​​hone​ ​0114 700 6725​
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