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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Legal Assistant

GRADE:


Band 5

RESPONSIBLE TO:
Principal Solicitor/Lead Solicitor - Childcare
Overall Objectives of the Post:

To assist the appropriate professional staff in the provision of a comprehensive legal service, particularly in relation to the work of the Social Care and Health Legal Team, but also in relation to any other work carried out by the Legal Services Section, as required.
Key Tasks of the Post:

1. You will provide an integrated, comprehensive and quality legal service in respect of the Council’s Children’s Services and Adult Services functions.  You will:
· Prepare court bundles using, where appropriate, the Council’s computerised system (Bundler), including assembling, collating, printing, filing and distributing the bundle.

· Assist in the progression of electronic bundle system, liaising with the court and being one of the contact points.

· Be point of contact for the court in relation to the distribution of court orders and monitoring and managing the email/inbox. 

· Assist the Legal Teams with incoming queries from client department, respondent solicitors, Barristers Clerks, expert witnesses etc.  

· Monitor, record and produce statistics in relation to the work of the Social Care and Health Legal Team, ALB returns and Judges’ monthly and yearly reports.

· Develop and maintain manual and computerised records for statistical data and information systems and improve systems for recording data, linking in with social care and the court system.  To be available for adhoc requests from court/Judiciary/Head of Children’s Service.  

· Adhere to set targets and deadlines for bundles and statistics.

· Undertake response to requests for disclosure of social work information in criminal proceedings and Freedom of Information by identifying information held and arranging for it to be sent to the Social Care and Health Legal Team.  To carry out record keeping in this regard.

· Assist in setting up and maintaining systems for filing and file storage for Social Care and Adult Teams.  To be flexible with regard to other teams.  

· Close and archive Children’s and Adults Social Care legal files.

· Carry out budgetary duties to deal with payment of Court fees and reconciliation of the Social Care and Health credit card and prepare for authorisation and to update spreadsheets accordingly.

· Assist the Social Care and Health Legal Team to comply with quality system requirements and any relevant Legal Services/corporate procedures. 

· Undertake miscellaneous duties associated with general office management such as taking messages, arranging meetings and providing administrative support generally to assist in the efficient operation of the Social Care and Health Legal Team.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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