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CHIEF EXECUTIVE DEPARTMENT, LEGAL SERVICES DIVISION
JOB DESCRIPTION

JOB TITLE:
LEGAL ASSISTANT (Maternity Cover)
DIVISION:
LEGAL SERVICES DIVISION
GRADE:
BAND 8

RESPONSIBLE TO:
Head of Legal (People) & Head of Legal (Place)
POST REFERENCE NO:
106277
Purpose of Post

To provide administrative assistance and support to the Legal Services Division. In particular, providing general assistance to the Head of Legal (People) in public law and related proceedings on behalf of the Council and such support and assistance as directed by the Head of Legal (Place).
Main Duties and Responsibilities
Undertaking such administrative and other duties that may be assigned by the Head of Legal (People), including but not limited to:-
1. To develop and maintain a detailed understanding of government legislation relating to public law and related proceedings, sufficient to offer initial advice to clients on whether cases are likely to meet threshold criteria under the Children Act 1989, and advise on the application of the protocol under the PLO
2. Preparation of court documents under instruction from the Head of Legal (People) and the Child Care Solicitor.
3. Attendance at court proceedings and meetings at the direction of the Head of Legal (People) and Child Care Solicitor in relation to the safeguarding and protection of children.
4. Assisting in the preparation and service of legal documents, applications, witness statements and all ancillary documentation, particularly the compilation of trial bundles where required, under the supervision and instruction of the Head of Legal (People) and/or Child Care Solicitor. 
5. Providing administrative support in responding to access to information requests, including, but not limited to, requests under the Freedom of Information Act, Data Protection Act and Environment Information Regulations in support and at the direction of the Head of Legal (Place)
6. To provide other such administrative and office support as may be assigned, including  the operation and maintenance of good practice management standards as set out in the Office Procedure Manual.
7.  To undertake all duties of an administrative and office support nature, that may reasonably be required and/or allocated by the Chief Solicitor and/or the Heads of Legal.
Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  May 2017
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.

PERSON SPECIFICATION – LEGAL ASSISTANT (Maternity Cover)


           POST REFERENCE: 106277
	REQUIREMENTS
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	
	Please indicate in brackets after each criteria how this will be verified,

i.e. (F), (I), (T), R)
	Please indicate in brackets after each criteria how this will be verified,

i.e. (F), (I), (T), R)

	· Educational/vocational/ occupational qualifications and/or training

· Specific qualifications (or equivalents)


	· At least 5 GCSEs, to include English and Maths (Grade C) or equivalent 
· Relevant qualification in law i.e. ILEX 


	 Business Administration in a related area (NVQ 2/3)  (F)



	· Work or other relevant experience


	· Experience of working in a team.(F)

· Experience of providing a service and/or advice to clients or customers (F)

	· Experience of working within a law firm or legal department including experience of public law and court applications in the Magistrates and County Courts.(F)
· Experience of working in local government or in a public sector environment. (F)

· Working knowledge of the law and practice relating to the functions of a local authority  (F) (I)



	ESSENTIAL/DESIRABLE CRITERIA WILL BE VERIFIED BY:  F = FORM           I = INTERVIEW          T = TEST(S)           R = REFERENCE(S)


- 2 –
	REQUIREMENTS
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	
	Please indicate in brackets after each criteria how this will be verified,

i.e. (F), (I), (T), R)
	Please indicate in brackets after each criteria how this will be verified, i.e. (F), (I), (T), R)

	· Skills, abilities, knowledge and competencies


	· Proven ability to develop a detailed understanding of legislation (I)

· Sets goals or deadlines that are realistic (I)

· Manages time effectively, ability to prioritise (I)

· Able to organise own workload (I)

· Experience of using computer databases (F) (I)

· Experience of producing Word documents (F) (I)

· Experience of working to deadlines and targets (F) (I)
	· Detailed understanding of government legislation relating to public law and related proceedings.   (I)

· Detailed understanding of Local Government including corporate governance, performance management and related areas.   (I)

· To be able to positively influence and contribute to the development of the Council’s Legal Services, through its accreditation as a Lexcel practice.  (I)


	· General competencies


	· To be able to develop and implement systems to assist the development of the Legal Services Division.  (I)

· Organisational competence (I)

· Time management (I)

· Team building (I)

· Excellent communication / interpersonal skills (I)

· Ability to work under pressure (I)

	

	ESSENTIAL/DESIRABLE CRITERIA WILL BE VERIFIED BY:  F = FORM           I = INTERVIEW          T = TEST(S)            R = REFERENCE(S)


Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Consultant (having made reasonable adjustments in line with the Disability Discrimination Act (1995)) where necessary.















[image: image1.jpg][image: image2.jpg]www.hatrtlepool.gov.uk

Hartlepool Borough Councilis an equal opportunities employer:

(e

<

HARTLEPOOL
'BOROUGH COUNCIL.





[image: image2.jpg][image: image3.jpg]


[image: image4.jpg]www.hatrtlepool.gov.uk

Hartlepool Borough Councilis an equal opportunities employer:

(e

<

HARTLEPOOL
'BOROUGH COUNCIL.



