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PURPOSE
The purpose of this “Immigration Site Legal Implementation Kit” is to provide a 30,000 foot 

programmatic overview of how to start an immigration legal ministry. 

AUDIENCE
The primary audience for this resource kit is church or not-for-profit leaders. 

CONTEXT
1) Launching an immigration legal ministry requires a serious commitment to navigating a complex pro-

cess, so we attempt to provide as much simple, overview guidance here as possible.  
We welcome feedback, questions, and additions as you review.

2) This resource guide is early in its development process. Upon writing, the contents in this high-level 
guide have been used and refined among 20+ church-based ministry locations scattered across the U.S. 

3) There is a separate, detailed manual available for program directors and staff implementers.
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About The Immigration Alliance 
The Immigration Alliance is a national, collaborative effort that equips church-
es across the country to provide critical immigration legal services to under-re-
sourced immigrants. We do this through cultivating relationships among immigrants 
and churches in order that the Church might become an epicenter of multi-national 
welcome and community.

As Christians, we believe that God’s heart for the immigrant is clear. In fact, the He-
brew word for an immigrant appears 92 times in the Old Testament alone, and the New 
Testament says in no uncertain terms that however we – as Christians – treat the stranger 
in our midst, it is as though we are treating Jesus himself that way. We believe that ev-
ery person has God-given human dignity and that we have a moral obligation to address 
the needs of immigrants in our country. We also recognize that immigration presents a 
God-ordained opportunity to “make disciples of all nations” right within our own coun-
try. And, the reality is that immigrants are already transforming the face of the Church, 
planting new churches, strengthening and even revitalizing some churches whose most 
significant growth has come from immigrant members. 

The Immigration Alliance actively supports churches that want to engage with immi-
grants at four different levels:

101: Churches who are in an exploratory stage, seeking to examine what the Scrip-
tures say about immigration to discern how God would have them to interact with 
and serve immigrants in their community.  
201: Churches who are ready to love and welcome immigrants into their congrega-
tions, and/or give financial resources, or individual volunteers to ministries serv-
ing immigrants in their local community.
301: Churches and nonprofits embedded within or connected to immigrant com-
munities and whose goal is to be a hub of leadership and accurate legal informa-
tion for undocumented immigrants.
401: Churches and nonprofits that open an immigrant legal services program that 
provides legal information, advice, and assistance with immigration applications.

This Church Leader’s Resource Kit for Launching a Church-Based Immigration Le-
gal Service Site focuses on 401-level churches. 

The Immigration Alliance’s affiliated 401-level churches are trained to provide fair, 
trustworthy immigration legal counsel to immigrants including:

• low-cost legal counseling on immigration-related matters; 
• support in determining eligibility for benefits; 
• assistance in preparing applications for legal immigration status;
• immigration support to victims of crime and domestic violence; and 
• assistance in reuniting families.
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LAUNCHING A CHURCH-BASED IMMIGRATION LEGAL SERVICES SITE

The Immigration Alliance equips member churches with the tools and resources they 
need to reach immigrants through Christ-centered, church-based immigration legal ser-
vices sites. These church-based sites, as well as their volunteers and staffs, go through a 
rigorous accreditation process through the federal Board of Immigration Appeals (BIA). 
An individual does not have to be an attorney in order to practice immigration law, pro-
vided they have received accreditation through the BIA.

Completion of BIA training and application is known as the recognition and accredita-
tion process. If a church-based legal clinic has volunteer or staff attorneys, federal 
credentialing may not be required.

Immigration activities of the church-based legal services sites include: 
• Be authorized to give legal advice on immigration-related matters
• Assist individuals in determining their eligibility for benefits under U.S. immigra-
tion law

• Assist in preparing applications for legalization or other immigration benefits
• Represent clients before the United States Citizenship and Immigration Services 
through appropriate paperwork (court representation requires further accredita-
tion or a licensed attorney)

• Provide informational sessions on general immigration legal issues
• Refer those seeking legal assistance beyond the capacity of the clinic to appropriate 
assistance

• Refer immigrants to other ministries and organizations for additional assistance 
beyond legal services

• Provide many other relational, wrap around, and programmatic ministries that 
connect immigrants served through legal services with the local church (if they are 
not already connected)

Supplemental Activities: 
These are activities that churches who are newer to immigrant ministries often start with 
(levels 101 – 301) prior to opening a church-based immigration legal services site. However, 
401-level churches can, and often should, also continue some of these activities as they devel-
op and implement their site.

• Speak/teach on immigration issues from a distinctly biblical perspective within 
their local church and relevant networks

• Guiding church members and local community through the Welcoming the 
Stranger curriculum, with a particular sensitivity to church members who may 
have questions about serving and welcoming immigrants, particularly those who 
have not had legal status

• Provide volunteers or funding to local partnerships engaged in immigrant  
ministry

• Advocate for the passage of immigration reform and for its effective  
implementation

• Host and/or facilitate information workshops or group processing events

http://cliniclegal.org/sites/default/files/WORLD RELIEF AND CLINIC BIA GUIDE_Feb 2013_final.pdf
http://cliniclegal.org/sites/default/files/WORLD RELIEF AND CLINIC BIA GUIDE_Feb 2013_final.pdf
http://www.welcomingthestranger.com
http://www.welcomingthestranger.com
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• Provide computer labs for access to pre-screening technology 

Current support provided to The Immigration Alliance members includes:

• Assistance with Board of Immigration Appeals (BIA) applications
• Program management guidance
• Assistance in purchasing legal liability insurance
• Ongoing legal training and technical support
• Access to a national mapping tool that includes a roster of BIA sites as well as   
demographic research by emailing info@theimmigrationalliance.org

• Shared marketing and media access, including participation in a national  
directory of service providers

• Peer support from a national, like-minded network
• Coordinated effort to provide community feedback and recommendations to key                          
federal decision makers

• Leveraged discounts on legal case management software

Training Costs
Before opening a church-based immigration legal services site, training is required but 
not necessarily provided by The Immigration Alliance, including:

• 40 hour basic immigration law training (costs vary by provider, approximately   
$500)

• Job shadowing with an approved legal practitioner (costs vary by provider, ap 
proximately $600)

• Purchasing legal books (approximately $200)

Training dates and legal book recommendations are available at www.TheImmigra-
tionAlliance.org. For job shadowing connections, please email info@theimmigrational-
liance.org. 

Membership Costs
If an organization, denomination or local church is interested in joining The Immigration 
Alliance, please email info@theimmigrationalliance.org for an overview of member-
ship costs and benefits.

mailto:info@theimmigrationalliance.org
www.TheImmigrationAlliance.org
www.TheImmigrationAlliance.org
mailto:info@theimmigrationalliance.org
mailto:info@theimmigrationalliance.org
mailto:info@theimmigrationalliance.org
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4 - 8 weeks 80 hours minimum of 
training and experience

STEP 3: 
APPLICATION FOR  
ACCREDITATION

3 months to 1 year

STEP 4:
OPEN FOR  
SERVICE

RELATIONAL  
CONSIDERATIONS

• Congregational and  
leadership buy-in
• Access to immigrant  
community
• Denominational/local 
church requirements 
for implementing a new 
program  

PROGRAM  
CONSIDERATIONS

• Funding
• Office space
• Staffing
• Potential for full or part 
time program 
• Equipment (copiers, com-
puters, etc.)
• Liability insurance

TRAINING

• 40 hours of training in 
immigration law required
• Basic overview of immi-
gration law is a required 
course
 

EXPERIENCE

• 40 hours of experience 
with immigration law 
required
• Observing and hands on 
supervised case work at a 
law firm or non-profit is  
encouraged

ONGOING  
MENTORING

• Establish a relationship 
for programmatic and 
case support

APPLICATION  
REQUIREMENTS

INDIVIDUAL 
ACCREDITATION

• Resume listing training 
and experience
• Recommendation letters

 
CHURCH 

RECOGNITION

• Library
• Budget/funding sources
• Non-profit status
• Evidence of legal support/
mentoring
• Letters of support

 
ATTORNEYS

• An attorney does not 
need BIA accreditation

BEFORE BIA  
APPROVAL

• Before approval the site 
cannot accept cases, but 
can provide workshops and 
referrals, and assist with 
document collection 

• Site should carefully 
consider intake procedures, 
case selection criteria, and 
other program protocols 
during waiting period 

 
AFTER BIA  
APPROVAL

• Once approval is received, 
site can begin accepting 
cases

STEP 1: 
ASSESSMENT

STEP 2:
TRAINING,  

EXPERIENCE, & 
ONGOING  

MEMBERSHIP

PROCESS FOR LAUNCHING AN IMMIGRANT LEGAL SERVICES SITE: AN OVERVIEW
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PROCESS FOR LAUNCHING AN IMMIGRANT LEGAL SERVICES SITE: IN DETAIL 

PROCESS FOR LAUNCHING AN IMMIGRANT LEGAL SERVICES SITE: STEPS TO GET STARTED 
Once you’ve made the decision to start a site there are several steps you will need to take to 
be prepared to successfully launch your immigration legal services site. 

1. Submit Online Registration Form to The Immigration Alliance

2. Determine Staff and/or Volunteer Structure:  Staffing your church-based legal services 
site can be done using staff, volunteers, or a combination of both. If the BIA accredited rep-
resentative will receive monetary compensation, this must appear in the budget before a 
certification application is filed with the Board of Immigration Appeals. With volunteers, it 
is important to evaluate whether an unpaid volunteer is committed to the legal clinic long 
term.  Turnover in legal personnel can affect the client’s case and trust in the organization.  
Fringe benefits and other employee-related expenses must also be considered when decid-
ing whether a representative will be staff or an unpaid volunteer.  

Although immigrant legal services programs can recover some costs through the collection 
of fees, this income should not be expected to fully fund the salary of the accredited repre-
sentative. Therefore, it is vital that leadership is consulted when determining whether the 
program will be run by staff or volunteers.  The site should also consider whether addition-
al support staff or volunteers will be needed to answer phones, track appointments, make 
copies, and other administrative tasks.  Recognition of a site is only required if a non-attor-
ney accredited representative will be working there without the supervision of an attorney.  
If a person has been previously accredited at another site, he or she must reapply at the 
new site.  Accreditation is tied to each recognized site; it is not transferable. 

3. Garner Support of the Church and Surrounding Community:  It is important that the 
legal services site fit into the overall mission of the organization.  The BIA will only recog-
nize sites in non-profit organizations that can demonstrate that they operate with a reli-
gious, charitable or social service purpose.  It is also important to research the local com-
munity to determine where other legal clinics  are located.  For some church-based clinics, a 
needs assessment that evaluates the demographics  of the local community may be helpful.

4. Register and Participate in Comprehensive Immigration Law Training. In order to 
apply for BIA recognition and accreditation, the site will need to identify at least one person 
who will apply for accreditation and be responsible for offering immigrant legal services at 
the recognized site.  Sites should budget approximately $1,000 per person to get the initial 
training required for accreditation.  This includes a comprehensive basic training such as, 
the 40 hour Basic Immigration Law Training  ($500 + travel expenses) and additional im-
migration law trainings  on specific topics, which can be web-based or in-person ($25-$250 
per training). Once accredited, the representative will be required to attend trainings on a 
continuing basis to maintain legal competency.  Therefore funds for training must be con-
templated and budgeted each year. This investment underscores the importance of having 

http://www.theimmigrationalliance.org/resources
http://www.theimmigrationalliance.org
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your primary point person for the site be dedicated to the work for the long-term. As stat-
ed above, a site with attorney volunteers or staff may not require separate recognition and 
accreditation; however, training is essential to maintaining competency. Training course 
information is available online at www.theimmigrationalliance.org.

5. Identify Office Space:  There must be a space where confidential interviews with cli-
ents can be conducted.  Files with client information and other sensitive materials must 
be kept in a secure location.  It is important to decide the hours of operation in the initial 
planning stages as it may have an impact on the office space needed and staff to be hired.  
Having some service hours on evenings and Saturdays is highly recommended to accom-
modate immigrants who work full-time during the day.

6. Develop Budget for Operational Costs and Reference Materials: Offices will need 
to be equipped with computers capable of running case management software, copy ma-
chines, scanners, locking filing cabinets, a legal resource library and other basic office 
supplies.  The donation of office space and the majority of supplies is common for church-
based sites.  However, case management software and reference materials will be an out 
of pocket cost incurred by each site.  Most case management systems have a startup cost 
as well as a yearly charge based on the number of cases opened each year.  Sites should 
budget approximately $300 per year for this software and additional funding for startup 
costs. Each site must house an immigration law library.  This library can be a mix of inter-
net and hardcopy resources.  It is highly recommended that each site budget roughly $500 
to purchase resources such as Kurzban’s Immigration Law Sourcebook, updated versions 
of the Immigration and Nationality Act (INA), the Code of Federal Regulations (8CFR), and/
or resources specific to the site’s area of concentration. Library costs for subsequent years 
of operation will be less than year one.  

7. Gain Hands-on Experience:  After classroom training, the identified person must ob-
tain hands-on experience under the supervision of either an attorney or BIA accredited 
representative.  Some attorneys or recognized agencies donate their time and resources to 
allow potential representatives to obtain this experience.  However, other organizations 
must charge fees to recoup costs of training and supervision.  World Relief charges $600 
for 40 hours of observation and on the job shadowing at a local field office. The Immigra-
tion Alliance will work with you to find a hands-on experience near you. 

8. Access Technical Legal Support:  If the organization does not have an immigration 
attorney or fully accredited representative on staff, it must show that any accredited rep-
resentative working at the organization has access to either a local immigration attor-
ney who will answer questions pro bono or an organization that has agreed to provide 
legal technical support.  As part of the collaborative coalition, The Immigration Alliance 
will provide this ongoing support to its members.  The cost for technical legal support is 
currently $1,500 per year. This price will incrementally increase as support and auditing 
functions are augmented.

http://www.theimmigrationalliance.org/events
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9. Obtain Liability Insurance:  It is important to obtain liability insurance to cover any 
potential malpractice claims.  Some insurance companies offer coverage for recognized 
sites and accredited individuals. However, insurance brokers often need to be educated on 
exactly what BIA recognition and accreditation entails.  It is helpful to point them to the 
Frequently Asked Questions on the BIA’s website.  It is important to address coverage of 
volunteer attorneys and other non-attorney volunteers with insurance companies. Depend-
ing on the location of the office, the type and amount of coverage needed, rates will vary. 

10. Develop a Budget: The application for recognition and accreditation requires a budget  
and a plan for how those costs will be covered.  The Board of Immigration Appeals allows 
programs to charge nominal fees for their services, but does not allow a program to fully 
cover their costs through those fees.  It is important to demonstrate other sources of in-
come. Some costs may be defrayed by a local site’s parent agency.  It is essential for a site to 
first consult headquarters when developing a budget. 

http://www.theimmigrationalliance.org
http://www.cliniclegal.org/sites/default/files/Enhancing%20Fee%20Revenue-CLINIC%20reformat%2003-15-11.pdf  
http://clinichttp://www.cliniclegal.org/sites/default/files/Starting%20a%20Legal%20Immigration%20Program_0.pdf

http://www.justice.gov/eoir/ra/RandAFAQsPrintableVersion.pdf
http://www.cliniclegal.org/sites/default/files/Starting%20a%20Legal%20Immigration%20Program_0.pdf
http://www.cliniclegal.org/sites/default/files/Enhancing%20Fee%20Revenue-CLINIC%20reformat%2003-15-11.pdf
http://www.cliniclegal.org/sites/default/files/Enhancing%20Fee%20Revenue-CLINIC%20reformat%2003-15-11.pdf
http://www.theimmigrationalliance.org
http://www.cliniclegal.org/sites/default/files/Enhancing%20Fee%20Revenue-CLINIC%20reformat%2003-15-11.pdf   
http://cliniclegal.org/sites/default/files/Enhancing
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TECHNICAL SUPPORT PROVIDED BY THE IMMIGRATION ALLIANCE

Among other things, The Immigration Alliance provides technical support to member or-
ganizations to help simplify and streamline the start-up process. The request for technical 
support is initiated through the online registration form that is submitted to The Immigra-
tion Alliance in the first step outlined above. As a member of The Immigration Alliance, 
your church-based legal services site will receive the following technical support.

1. Assistance obtaining Board of Immigration Appeals (BIA) Recognition and 
Accreditation

A legal support representative will work one-on-one with the member organization to 
compile the documents necessary for the application of both recognition of the office and 
accreditation of an individual. The attorney will review documents and provide feedback 
to ensure that the best application possible is submitted to the BIA. Specific help that will 
be rendered includes:

• Step-by-Step guidance/instruction on how to become BIA recognized and staff ac-
credited;

• letter of recommendation from The Immigration Alliance and World Relief attest-
ing to ongoing legal and technical support;

• template for cover letter, recommendation letters and other supporting documen-
tation;

• resume review support;
• review of budget, funding sources, fee schedule and other required documents;  
and

• other assistance in obtaining approval of applications.

2. Program Management Guidance

Once the program has been granted initial recognition and accreditation, but before it is 
opened, members will have access to immigration attorneys who will offer guidance in 
starting up an immigration legal services program.  This will include advice on best prac-
tices, as well as sample forms and procedures.  This counseling may also take place while 
the member is awaiting recognition and accreditation. The support will concern basic is-
sues dealt with in opening an immigrant legal services program.  Some of the consultation 
topics include:

• How many clients will the program be able to handle?
• What types of cases should a program take?
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• How does a new program deal with staffing and volunteer issues?
• How much should a program charge?
• How and where can a program obtain liability insurance?
• Drafting program management documents (for example: retainer agreement, in-
take form, policies and procedures, closing letter, etc.)

3. Ongoing Training and Technical Legal Support

• Access to immigration attorneys or fully accredited representatives available to 
answer legal questions

• On-going training, both web-based and in-person (additional charges may apply)
• Continued technical support with program management issues

For more information contact: Info@theimmigrationalliance.org 

mailto:Info@theimmigrationalliance.org
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LAUNCHING AN IMMIGRANT LEGAL SERVICES SITE: TOOLS & RESOURCES
 
The following pages include template tools and resources to equip you to successfully set 
up your local church-based legal services site, including:

• Template Checklist & Timeline for BIA Site Recognition and Staff Accreditation
• Sample Job & Volunteer Descriptions
• Immigration Counselor/Attorney
• Administrative Assistant
• Support Volunteer

 NOTE: There is intentionally no budget included in this guide because the budgets vary widely by 
geographic location, local economy, nature of the program, ect. Sample budgets will be shared in the 
context of exploratory dialogue based on what is more similar to your context.
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CHECKLIST & TIMELINE FOR BIA SITE RECOGNITION AND STAFF ACCREDITATION

____________________________________________________
(Organization Name)

MONTH 1 = _____________________

1.Early Phase Preparation:

 ̆Explain to management or the board of directors what BIA R&A are and what they en-
able the agency to do

 ̆Make copies of this “Immigration Legal Site Implementation Kit” and give those to the 
decision makers

 ̆Have them watch “Starting a Church-based Legal Ministry” video at www.theimmi-
grationalliance.org

 ̆Show them a sample BIA application from the Guide
 ̆Establish an agreed-upon protocol for document sharing with The Immigration Alli-

ance and World Relief ILS Technical Unit 
• Google Docs Sharing
• Point person to interact with The Immigration Alliance on document gathering 
and drafting __________________

 ̆ List critical people to meet with: ______________________________

2. For Recognition process, gather the following documentation: 

 ̆Cover letter from executive director or board chair requesting agency site recognition 
(a template will be provided to streamline this process)

 ̆Articles of Incorporation from: ________________
 ̆By-laws from: ______________________________
 ̆Organizational chart showing staff supervision from: _________________

• Note: The organizational chart need only reflect the immigration legal services 
program

 ̆Current or future sources of funding for immigration legal services program (do not 
gather the overall agency funding information) from: ___________________

• Include both cash funding and in-kind donations.  Please visit https://www.indepen-
dentsector.org/volunteer_time to calculate the monetary value of volunteer hours

 ̆Fee schedule from: ________________________________

www.theimmigrationalliance.org
www.theimmigrationalliance.org
https://www.independentsector.org/volunteer_time
https://www.independentsector.org/volunteer_time
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• While fee schedules from other programs can be used as a reference, keep in mind 
that many programs have raised fees since initial recognition and fees vary signifi-
cantly based on geographic location

 ̆Immigration law library sources from: _________________________________
• The majority of resources can be online, but each program needs at least a couple 
hardcopy books in-house

 ̆Form EOIR-31 from http://www.usdoj.gov/eoir/eoriforms/eoir31.pdf
 ̆ IRS letter for 501(c)(3) (if applicable) from _______________________

• If a church does not have 501(c)(3) status, other documents can be included to demon-
strate nonprofit status

 ̆One or two letters of recommendation commenting favorably on the agency’s capacity 
to practice immigration law from ______________________________

• Letters can also serve as recommendations for the person applying for accreditation
 ̆One letter attesting to a formal relationship with an agency or immigration attorney to 

provide technical legal support.  If church or agency is a member of World Relief’s 
Legal Support Network or The Immigration Alliance, an attorney from World Relief 
will author this letter. Specifically, the letter must say:

• The author’s knowledge of immigration law and practice (background and quali-
fications)

• The author’s relationship to and knowledge of the agency and staff seeking R&A
• The author’s opinion that the agency and staff have sufficient knowledge and expe-
rience in immigration law to practice and that the staff is of good moral character

• The author’s promise to provide technical legal support by answering legal ques-
tions from the agency staff

• Copy of any prior BIA decision on the agency’s recognition from _________________

 ̆Upload documents to shared document folder on Google Docs 

3. For Accreditation process, gather the following documentation:

 ̆Cover letter from executive director or board chair requesting accreditation
• This letter can also serve as a letter of recommendation attesting to the applicant’s 
good moral character and immigration legal knowledge and experience

 ̆Resume specific to requesting accreditation from _______________________
• This resume must outline only the applicant’s immigration legal knowledge and ex-
perience.

 ̆ All other education and work experience is irrelevant for the purposes of accreditation
 ̆Certificates and agendas for trainings attended from ___________________
 ̆One letter of reference from someone familiar with the applicant’s immigration knowl-

edge and experience: _____________________________.  Letter should state:
• Author believes Applicant has sufficient knowledge and experience to practice 
immigration law as a partially accredited representative

http://www.usdoj.gov/eoir/eoriforms/eoir31.pdf
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• Author vouches for the good moral character of the staff proposed for partial ac-
creditation

• Author describes his/her background and qualifications in immigration law
 ̆Upload documents to shared document folder on Google Docs 

4. Training: 

 ̆Take 40 Hour Training or equivalent
 ̆Obtain at least one week hands-on experience shadowing a BIA recognized and accred-

ited program or immigration attorney 
 ̆Upload certificate documents to shared document folder on Google Docs 

MONTH 2 = ____________________

 ̆Mail or scan application documents to my technical assistance provider for review
 ̆Seek out online and follow-up additional legal immigration education

• At least area-specific two webinars (in addition to 40 hour training) should be com-
pleted before application is submitted. 

MONTH 3 = _____________________

 ̆Make the changes indicated once feedback on the draft application is received from 
the editors
 ̆Send the revised draft back to the editors for final approval
 ̆Continue to get immigration law training

MONTH 4 = ______________________

 ̆Have _____________________ sign the:
• EOIR-31;
• Proof of service on the EOIR-31 back page;
• Cover letter requesting recognition;
• Cover letter(s) requesting accreditation; and
• Date all of the above

 ̆Make THREE (3) complete copies of the entire application
 ̆Mail the original by certified mail, return receipt requested, to the Board of Immigra-
tion Appeals
 ̆Mail a copy certified mail, return receipt requested, to local U.S. Citizenship and Im-
migration Services (USCIS) District Director
 ̆Mail another copy certified mail, return receipt requested to the local Chief Counsel 
of U.S. Immigration and Customs Enforcement (ICE)
 ̆Keep the last copy for my records
 ̆Email an electronic copy to technical assistance provider.
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 ̆Continue to get immigration law training

MONTHS 5 – 6 = _____________________

 ̆Wait for approval or denial from BIA
 ̆Contact legal assistance provider to begin discussing program management policies and 
procedures
 ̆If approved, celebrate by calling the local news outlets to advise them
 ̆If denied, contact __________________ who assisted in editing the packet, immediately cor-
rect any claimed defect, and re-file with the BIA
 ̆Continue to get immigration law training
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SAMPLE JOB & VOLUNTEER DESCRIPTIONS

Job Title: Immigration Counselor/Attorney

Summary:  ________________ offers comprehensive immigration-related legal services as 
one of the many ministries of _________. _________ is recognized by the Board of Immigra-
tion Appeals (BIA) or is an attorney in good standing with a state bar and able to offer le-
gal advice to clients in need of immigration services.  This position provides immigration 
counseling and legal services to immigrants before the U.S. Citizenship and Immigration 
Services (USCIS) and leads the Immigrant Coalition ministry for this church.   With the 
ability to obtain relevant experience and training and/or prior BIA accredited represen-
tative status, the person staffing this position should be able to seek accreditation from 
the Board of Immigration Appeals (BIA), or be a licensed attorney to be able to represent 
individuals before U.S. Citizenship and Immigration Services (USCIS).

Essential Duties and Responsibilities:
Client Services

•Assess individuals’ eligibility for immigration benefits;
•Assist individuals with completing their immigration paperwork as appropriate;
•Provide explanation of benefits and case procedure to individuals;
•Advocate for clients before USCIS;
•Perform factual and legal research and regularly monitor developments in  
  immigration law and procedure.

Administration
•Record client information in the database and maintain organized case files;
•Participate in regular department and staff meetings;
•Coordinate immigrant legal ministry for the church and report metrics to the 
  Immigrant Ministry Coalition;
•Other duties as assigned.

Outreach
Occasionally participate in community-based educational outreach to the immigrant 
community.

Skills/Qualifications:
•High School Diploma or equivalent required; bachelor’s degree preferred.  If an 
  attorney, a JD is required;
•Sufficient (or ability to immediately obtain) relevant training and experience in  
 immigration and naturalization law to be able to immediately apply for BIA  
  accreditation; in the alternative, admission to a state bar as a licensed attorney.
•Highly detail oriented and self-directed with strong oral and written  
 communication skills in English and preferably a second language;
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•Strong relational skills and cross-cultural understanding;
•Program development, management, and implementation experience preferred;
•Experience with word processing, spreadsheet and database programs, and  
  internet research.
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Job Title: Administrative Assistant

Status: Part-time (maybe volunteer)
Summary: ________________ offers comprehensive immigration-related legal services as 
one of the many ministries of _________. _________ is recognized by the Board of Immigra-
tion Appeals (BIA) and able to offer legal advice to clients in need of immigration services.  
This position provides administrative support to immigration counselors and legal min-
istry staff.  
 Essential Duties and Responsibilities: 

•Schedule client appointments and ensure immigration counselors are aware of  
 client appointments, cancellations and deadlines; 
•Enter data into immigration case management database;
•Collect, track and communicate metrics to Immigrant Ministry Coalition;
•Answer phones and be first point of contact for anyone coming into the immi-
grant legal ministry;
•Distribute informational materials to immigrants in the community;
•Assist in outreach and marketing of immigrant legal ministry;
•Maintain supplies inventory by checking stock to determine inventory level,   
 anticipating needed supplies, placing and expediting orders for supplies, and   
  verifying receipt of supplies.
•Contributes to team effort by accomplishing related results as needed.

Skills/Qualifications:
•High School Diploma or equivalent required; bachelor’s degree preferred;
•At least three years of experience in immigrant legal services and/or program  
  coordination strongly preferred;
•Proven oral and written communication skills with excellent attention to detail;
•Strong computer skills including experience with Microsoft Office;
•Cross-cultural experience and foreign language a plus;
•Highly motivated self-starter with good follow through and the ability to  
 multi-task;
•Comfortable in dealing with a complex and transitional work environment;
•Works well in a high stress environment;
•Ability to handle sensitive situations with tact and confidentiality;
•Ability to lead and strong interpersonal skills;
•Team player;
•Additional Skills/Qualifications: Reporting Skills, Administrative Writing 
 Skills, Microsoft Office Skills, Managing Processes, Organization, Analyzing  
  Information , Professionalism, Problem Solving, Supply Management, Inventory 
 Control,  Verbal Communication

Job Title: Support Volunteer
Status: Part-time 
Summary:
________________ offers comprehensive immigration-related legal services as one of the 
many ministries of _________. _________ is recognized by the Board of Immigration Ap-
peals (BIA) and able to offer legal advice to clients in need of immigration services.  This 
position provides essential support to immigration counselors, administrative and legal 
ministry staff.  


