
Job Pack: Immigration Adviser Trainee



Our experienced
advisers provide
confidential advice
and casework on
immigration, welfare
benefits and housing
to prevent crises and
support our
community to access
rights and
entitlements. We also
provide support to
access healthcare
services.

Our programme
includes English
classes, vocational
courses and
workshops on key
employability skills to
support progress in
the labour market and
broader participation
in the community.

Our youth programme
includes English
classes, mentoring,
workshops and trips
to support kids of all
ages. We also offer
advice and advocacy
on access to
education and key
family services.

Advice
Education,
Training &
Employment

Children &
Young People

Advocacy,
Research &
Campaigns

We address
structural inequalities
through campaigning,
community
organising, inter-
sectoral collaboration
and advocacy work at
local and national
levels. We also
promote more
effective responses
through research on
key issues.

To address the daily discrimination and intersectional challenges that our communities face,
we provide wrap-around support tailored to the unique needs of individuals and families,
including high-quality advice and casework and development opportunities for all ages. 

All of our services are culturally sensitive, delivered in Spanish and Portuguese, and are
directly informed by the lived experiences of those we serve. We also advocate for long-
term social and systemic change through advocacy, independent research and effective
partnerships. Learn more at ww.irmo.org.uk

What we do

About IRMO
For over 40 years, IRMO has been led by and for the Latin
American community, building deep ties and trust across the UK as
we fight for a future where everyone can access their rights, live
free from poverty and discrimination, and pursue their aspirations
without barriers. 

Everything we do, from front-line services to advocacy, aims to
enable the development, agency and participation of all Latin
Americans and Spanish and Portuguese-speaking migrants,
including asylum seekers and refugees, as they settle and build
their lives in the UK.

Unit 9, Warwick House, Overton Road • SW9 7JP • London 

Registered Charity No. 1080813 • Registered Company in England No. 3931483
OISC Registration No. F201600084

http://www.irmo.org.uk/


 

Job Description 

Immigration Adviser Trainee – Spanish Speaker 

Working Hours Full-time (35 hours/week) 

Contract 12-month fixed-term contract 

Salary £25,207 (London Living Wage) 

Location IRMO – Unit 9, Warwick House, Overton Road, London, SW9 7JP 

 
 
About the role 
Are you passionate about empowering communities and building a career in immigration 
advice? 
 
IRMO is recruiting for the second cohort of our Advice Workforce Development 
Programme, delivered in partnership with The Baytree Centre, High Trees, LAWRS and 
Southwark Law Centre. Through this initiative, we aim to train and develop new advisers to 
help address the lack of accessible immigration advice for marginalised communities. 
 
We are now recruiting for an Immigration Trainee Adviser to be based at IRMO. This is a 
paid, 12-month opportunity designed for those looking to qualify as an immigration adviser 
within a community setting. 
 
As a trainee, you will: 
 

● Receive structured training and supervision to develop your skills. 
● Work directly with clients, providing essential immigration advice and support. 
● Gain hands-on experience managing a range of immigration cases. 
● Receive additional supervision from Southwark Law Centre, a specialist legal advice 

provider. 
● Work towards passing the IAA Level 1 exam to become a legally accredited 

immigration adviser by the end of the programme. 
 

IRMO is registered with the Immigration Advice Authority (IAA) at Level 3 and has a 
40-year history of supporting Latin American migrants in the UK. We have a strong track 
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record of upskilling volunteers to become accredited immigration advisers within our 
organisation. 
 
This initiative, funded by London Funders through the Propel programme and supported by 
City Bridge Trust and London Legal Support Trust, aims to strengthen community 
organisations’ advice provision. Together, we aim to ensure that more people can access the 
support they need. 
 
We particularly encourage applications from people who identify as Latin American to 
reflect the community we serve. 
 

Job Description 
As a Trainee Immigration Adviser, you will support IRMO’s IAA-regulated Immigration 
Adviser in providing advice and casework for our service users. 
 
With guidance from our team and additional expertise from Southwark Law Centre, you will 
follow a structured 12-month training programme designed to help you gain IAA Level 1 
accreditation. You will work on a diverse range of immigration cases, gaining valuable 
hands-on experience to prepare for the exam. 
 
Throughout the programme, you will apply your training by supporting casework, delivering 
workshops under supervision and providing information to the community on key 
immigration topics.  
 
This role will help you develop professional skills, build confidence in an advice setting, and 
gain the knowledge, experience and training needed to become an accredited immigration 
adviser. 
 

Key responsibilities 
● Stay proactive in your training and development to ensure all requirements are met 

within the contracted period. 
● Assist in triaging immigration inquiries, following procedures to connect users with 

the appropriate support. 
● Contact service users to schedule appointments, accurately recording case details for 

the adviser. 
● Welcome users to IRMO during advice sessions and take attendance notes. 
● Communicate with service users, assisting in sending written advice forms and 

relevant documents to initiate cases. 
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● Support the Immigration Adviser with casework and related tasks. 
● Monitor and evaluate advice sessions and casework to ensure quality service 

delivery. 
● Assist in organising and delivering monthly immigration workshops. 
● Participate in team meetings, providing reports on advice and casework progress. 
● Uphold strict confidentiality procedures, ensuring GDPR compliance. 
● Adhere to the standards and best practices accredited by IAA and AQS. 

 

Person specification 
E = Essential - D = Desirable 
 

● Dedicated to pursuing a career in immigration law (E) 
● Hold a law degree or equivalent qualification (D) 
● Excellent written and spoken communication skills in English (E) 
● Excellent written and spoken communication skills in Spanish (E)  
● Excellent IT skills: Google Suite, Word, PowerPoint and Excel, able to research and 

problem solve IT-related problems on their own (E) 
● Flexible, enthusiastic and confident in working in a multicultural and multilingual 

environment (E) 
● Excellent time management, punctuality and organisational skills (E) 
● Good interpersonal and communication skills and attention to detail (E) 
● Ability to work effectively as a member of a team and with a diverse population of 

service users, staff and external visitors (E) 
● Ability to set own work priorities, take initiative and work with minimal supervision 

(E) 
● Ability to work well under pressure with competing deadlines (E) 
● A strong understanding and commitment to equality, diversity and inclusion and its 

application to the provision of advice (E) 
● Good understanding of the issues facing Latin Americans in the UK (E) 
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How to apply
Please return your application form along with your equal opportunities monitoring form by
email to recruitment@irmo.org.uk by no later than 11.59 pm on the 13th of April 2025.

Please include the title of the position for which you are applying in the subject line of your
email. 

Interviews are likely to take place week commencing 21st of April 2025.

If you have any questions about the role, you can email us at recruitment@irmo.org.uk, and
we’ll direct you to the right person in the team.

Best of luck with your application

Benefits of working at IRMO
33 days annual leave (including bank holidays), rising by one day each year after one
year of service, capped at four additional days (pro rata) 
Three extra days of paid leave between Christmas and New Year (pro rata)
5% employer contribution to staff pension scheme 
Occupational sick pay
24/7 Employee Assistance Programme 
Cycle to Work Scheme 
Wide range of opportunities for skills development

https://irmo.org.uk/wp-content/uploads/2025/02/Application-Form.docx
https://irmo.org.uk/wp-content/uploads/2025/01/2025-Propel-Equal-Opportunities-Monitoring-Form-Final.docx
mailto:recruitment@irmo.org.uk
mailto:recruitment@irmo.org.uk
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