Legal Entitlements and Problem-Solving Project Information and Support Officer
The following Job Description and Statement of Role & Responsibility forms an integral part of this contract and may be amended from time to time to reflect changes, growth and development within the charity.

Job Description and Statement of Role & Responsibility

	Reports to:

	Deputy Head of Research and Information

	Main Purpose of Job:
	To disseminate information from the Legal Entitlements and Problem-Solving (LEaP) Project to Cerebra head office staff, the Cerebra regional network, parents of children with neurological conditions and the professionals who work with them.


Your guiding mission

· To develop human potential through our children

· To focus on neurological health & wellbeing

· To attain recognition for Cerebra as a leading children’s research charity

· To spread understanding and tolerance of neurological conditions and human difference.
Key Elements of the Job:
1. Under direction of the Deputy Head of Department, contribute to the development of the Legal Entitlements and Problem-Solving (LEaP) Project.

2. Establish good working links with Leeds Law School and our Academic Chair at Leeds.

3. Assist with parent requests for help to the Legal Entitlements and Problem-Solving Project. 

4. Maintain clear records of LEaP cases.
5. Undertake casework.

6. Assist with the administration and delivery of the Accessing Public Services Toolkit workshop.
7. Provide monthly updates and quarterly reports on the progress of the LEaP Project. 
8. Develop a strategic approach for the objectives from our LEaP research projects, which will affect change in policy and practice at a national and local government level.
9. Help produce Parents’ Guides, precedent letters and other materials resulting from the LEaP Project.

10. Ensure that all parents’ guides produced conform to Cerebra quality control processes. 
11. Seek partner organisations in Scotland and Northern Ireland to assist with writing Parents’ Guides.
12. Write articles for the monthly Cerebra Newsletter and social media posts based on LEaP cases.
13. Assist with the production of student reports as requested by our Academic Chair at Leeds Law School. 
14. Attend Cerebra events, as requested, to answer parent questions and explain the LEaP project.
15. Under direction of the Deputy Head of Department and in liaison with Leeds Law School assist with programme development for Cerebra seminars, conferences and other events.
16. Respond to requests for information from Cerebra staff and members of the public in a timely and informative manner.

17. Be largely self-administrating. 
18. To undertake any other duties as reasonably required.

