Job description

	Job title: SOLICITOR – Level 1
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	Department: Strategy & Resources
Service: Legal Services
Grade: H
Post reference number: 

	

	1. Job purpose

	To act for and advise the Council in relation to both the legal and administrative aspects of the Council’s business. The post holder is to work autonomously on a range of transactions including acquisitions and disposals (both commercial and residential), development work, acting on Landlord and Tenant matters and projects undertaken by the Council. The post holder is an important member of the Legal Services Division of Resources. The Division operates as part of a client focussed business unit providing legal services to various client departments and the Council. It is an expectation that a post holder at this level would work on a range of both routine and complex cases/issues with supervision where needed.  To progress to level 2 the post holder would be expected to have at least two years of post-qualification experience and be able to undertake their work with minimal supervision.  The areas of work will vary according to the needs of the service.


	2. Principal duties and responsibilities

	To act as a Solicitor / Barrister / Chartered Legal Executive in support of the Council’s functions and to undertake legal work, as outlined below. 
1.
To undertake acquisitions, disposals and development projects including:

(i)
Being the lead solicitor on individual matters (with supervision when required);

(ii)
Drafting routine and complex documentation;

(iii)
Undertaking negotiations with third parties, developers, land owners and others with supervision as required (iv)
Taking instructions from the client department and implementing those instructions;

(v)
Completing all post completion requirements as necessary

2.
To act on Landlord and Tenant matters including general conduct of leases, tenancies, licences, surrenders, agreements for lease and agreements for surrender and more complex occupational and re-gearing arrangements.

3.
To provide legal advice to clients on technical and strategic issues relating to both routine and complex property and development matters.

4.
To manage a wide and varied caseload with supervision as appropriate 
5.
To work effectively with the Conveyancing team in delivering legal advice and guidance provided on behalf of the Council in respect of the transactions that the post holder is involved with and to demonstrate a proactive approach in driving the Council’s initiatives.
6.
To provide advice in relation to legal and administrative matters as required, including to:

1.
Councillors

2.
Council officers of all levels in own or other client departments

3.
Members of other teams in the Council’s Legal & Governance Directorate
7.
To attend, and if necessary, to represent Legal Services, the client department or the Council generally on:
1.
Committees and Boards
2.
Panels

3.
Working Groups

4.
Case Conferences

5.
Reviews or other meetings

8.
To assist with the supervision of more junior Solicitors, Legal Executives, Litigation Assistants, Trainee Solicitors or other staff as allocated by the Team Leader.

9.



	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder:

	

	

	7. Post holder’s immediate supervisor: Team Leader

	

	Prepared by/author: Mick Suggett 
Date: 

	Job title: Team Leader – Conveyancing 


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: 



	Department: Strategy & Resources
Service: Legal Services
Grade: H and I
Post reference number: 

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical Understanding
	Qualified Solicitor, Chartered Legal Executive or Barrister with less than 2 years post qualification experience; 


	
	(

	
	(

	(

	
	Some experience of the work discipline covered by the team;


	
	(

	
	(

	

	
	Some experience of undertaking complex matters in the work discipline covered by the team including but without limit acquisitions, disposals, landlord and tenant, lease management documentation, development work, overage and general estates matters, assisting with more complex property matters.   
	
	(

	(

	(

	

	
	Evidence of understanding of legal work carried out in local government.
	
	(

	
	(

	

	
	Ability to analyse and make decisions on legal issues with minimum supervision
	
	(
	
	(
	

	
	Ability to organise own workload and work under pressure with minimum supervision as appropriate
	
	(

	
	(

	

	
	Ability to assimilate complex information quickly.
	
	(
	(
	(
	

	
	Experience of dealing with aspects of the preparation and completion of Landlord and Tenant related matters.
	
	(

	(

	(

	

	
	
	
	(
	
	(
	

	People Management
	Ability to assist with the supervision of the work of more junior solicitors, Legal Executives, Trainee Solicitors and support staff.
	
	(

	
	(

	

	Communication and Customer Care
	Ability to communicate clearly both orally and in writing.
	
	(
	(

	(
	

	
	Ability to prepare comprehensive reports on legal issues with minimum supervision.
	
	(

	
	(

	

	Work to promote mutual respect and good relations
	Demonstrate the ability to work as part of a team.
	
	(
	
	(
	

	
	An understanding of and a commitment to the Council’s Equal Opportunities Policy.
	
	(

	
	(

	

	Work Related Circumstances


	Must be willing to work out-of-hours on occasion at the reasonable request of management.
	
	(

	
	(

	

	
	Willingness to comply with the City Council’s non-smoking policy.
	
	
	
	(

	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Mick Suggett

Date: 

	Job title: Team Leader Conveyancing


