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BUSINESS AND RESOURCES
PERSON SPECIFICATION

POST TITLE:
Legal Assistant
GRADE:

Band 5
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· At least 5 GCSE’s Grade C or above or equivalent
	· 1 or more A levels or equivalent
	· Application form

· Certificates



	Work Experience


	· Experience of carrying out complex and varied administrative and clerical duties
	· Experience of working within a legal environment
	· Application form

· Interview

· References

· Work based scenario question and answer test



	Knowledge/

Skills/

Aptitudes


	· Excellent organisational skills

· Good verbal and written communication skills

· Able to use IT e.g. Microsoft Office

· Able to support the Council’s role in safeguarding children and adults


	· Able to use Microsoft Excel

· Able to use Bundler

· Able to use Liquidlogic
	· Interview
· References



	Disposition


	· Able to prioritise workload and to meet set targets and deadlines

· Able to carry out tasks with a minimum of supervision

· Able to work as part of a team

· Flexible approach to work

· Committed to the principles of quality and diversity


	
	· Interview
· References



	Circumstances


	· Baseline security clearance


	
	· Basic check
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