
Job description

	Job title: Team Leader – Litigation & Dispute Resolution


[image: image1.jpg]Nottingham
City Council

i&.




	Department: Strategy and Resources
Service: Legal Services –Litigation and Dispute Resolution 
Grade: K 
Post reference number:  CSTLHOUSE001 

	

	1 Job purpose

To manage the team responsible for providing advice and undertaking litigation in relation to Housing, and Anti-social behaviour and, also general litigation/dispute resolution. To ensure the team is functioning effectively and efficiently.  To advise the Council and lead upon complex legal and administrative aspects of the Council’s business.  The post holder is an important member of Legal Services, which operates as a customer conscious business unit.  In particular, the post holder will manage and may directly supervise other solicitors, legal executives, trainee solicitors or other legal staff as required. They will also input into the practice management of Legal Services as a whole.  The area of work will vary according to the needs of the service.

	

	2 Principal duties and responsibilities

	1 To manage the team and ensure it is functioning effectively and efficiently.

2 Advising and leading on complex legal work of the team including providing direct advice to other council departments and having a specialism in at least one key area of the team’s work.

3 To attend Committees, Boards, Working groups, reviews or other meetings in connection  with legal matters covered by the team or such other matters as shall be reasonably requested, either as the legal representative of the Council, a client department, representative of the Corporate Director for Strategy and Resources, or as Clerk to the meeting, as appropriate.
4 To represent the Council at meetings with outside bodies.

5 To conduct legal proceedings as required, including preparing all aspects of cases and representing the Council in various forums including courts, tribunals, inquiries and internal appeals, particularly in complex and high profile cases.

6 Advising and, at the direction of the Director of Legal and Governance or Head of Legal and Governance, supervising other teams in Legal Services as necessary.
7 The duties require contact with members of the Council and colleagues at all levels.

8 Supervising and training Solicitors/Legal Executives, Trainee Solicitors and other staff within  Legal Services as required by the Director of Legal and Governance or Head of Legal and Governance.
9 Undertaking any specified management responsibility as directed by the Head of Legal and Governance or more senior manager

10 Input into the practice management of Legal Services, as a whole
11 Carry out the above duties and responsibilities without supervision.

	

	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:

Senior Solicitor– Band J x2.25 FTE
    Solicitor-Band I x 3.0 FTE

Solicitor– Band H x 1.0 FTE
    Legal Executive F X 1.0 FTE

    Litigation Assistant – Band D x2



	

	

	7 Post holder’s immediate supervisor: Head of Legal and Governance 

	

	Prepared by/author Beth Brown
Date:  15 June 2024

	Job title: Head of Legal and Governance


	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: Team Leader – Litigation & Dispute Resolution



	Department: Strategy and Resources
Service: Legal Services
Section: Litigation and Dispute Resolution 
Grade: K 
Post reference number: 


	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical Understanding
	Solicitor admitted for not less than 3 years, barrister having completed a pupillage and called to the Bar for not less than 5 years
	
	
	
	
	x

	
	Ability to analyse and make decisions on complex legal issues
	
	x
	
	
	

	
	Ability to organise and deal with a heavy workload, and work under pressure
	
	x
	
	x
	

	
	To demonstrate an ability to assimilate complex information quickly.
	
	x
	x
	x
	

	
	Ability to look at complex problems and make decisions in an objective manner.
	
	x
	
	x
	

	
	Ability to contribute to the development of the practice management of the legal team / business unit.
	
	x
	
	x
	

	
	Aptitude to be trained in and work with Information Technology Systems.
	
	x
	
	x
	

	
	 Ability to work both on own initiative and as part of a team.
	
	x
	
	x
	

	
	Considerable experience of local authority type legal work (not necessarily obtained by working with a local authority).
	
	x
	
	x
	

	
	Considerable experience of undertaking complex matters in the work discipline covered by the team.
	
	x
	
	x
	

	
	Experience of having regularly dealt with important complex high profile legal case work involving substantial regular contact with either senior local authority officers and members or senior managers/directors of a client organisation.
	
	x
	
	x
	

	
	Considerable experience of dealing with all aspects of the preparation of cases and representation of clients in the civil courts, including advocacy, particularly in complex and high profile cases.
	
	x
	
	x
	

	
	Evidence of having some experience of contribution to practice management.
	
	x
	
	x
	

	Communication and Customer Care
	Must be able to communicate clearly, both orally and in writing
	
	x
	x
	x
	

	
	The ability to provide objective advice to Council Committees and other bodies.
	
	x
	
	x
	

	People Management
	Ability to supervise others both as individuals and in a team
	
	x
	
	x
	

	
	Experience of supervising the work of Solicitors, Legal Executives, Trainee Solicitors and support staff.
	
	x
	
	x
	

	
	An ability to manage the team and its workload and, when required, to deputise for the Director of Legal and Governance or the Head of Legal and Governance.
	
	x
	
	x
	

	Work to promote mutual respect and good relations
	An understanding of the City Council’s Equality and Diversity Policy, a commitment to its implementation and application in employment and service delivery.
	
	
	
	x
	

	Work Related Circumstances
	Must be willing to undertake a CRB check at the appropriate level, if required.
	
	
	
	x
	

	Other
	This is a politically restricted post under the provisions of the Local Government and Housing Act 1989.

The level of responsibility of this post and the need to attend meetings may require the post holder to work outside normal working hours and beyond 37 hour week (the Council will seek to ensure that the needs of post holders with family or other special responsibilities are accommodated).
	
	
	
	x
x
	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
Prepared by/author: Sarah Molyneux
Date: 15 June 2018  
Job title: Head of Legal and Governance


	

	

	


