Job description

	Job title: Legal Assistant - Conveyancing
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	Department: Resources
Service: Legal Services
Grade: E
Post reference number: 

	

	1. 
Job purpose 
To conduct routine conveyancing and property related transactions including advising upon preparing and completing all necessary documentation.


	

	2. Principal duties and responsibilities

	1.
The preparation, agreement and completion of routine conveyancing documentation 

2.
The general conduct of routine conveyancing transactions including purchases, sales, leases, tenancies, licences and easements including Right to Buy sales. 
3.
The provision of written and verbal advice to client departments and other officers of the Council on routine aspects of conveyancing practice and procedure and property law

4.
Consider and agree documentation on routine property and other related matters to be entered into by the Council prepared by external firms and organisations

5.
Prepare agree and complete documentation relating to the exercise of the City Council’s functions such as agreements under the Local Government Acts and or Care Acts
6.
Represent (as appropriate) the Legal Services Division of the Council at meetings discussions and negotiations in connection with property related matters

7.
Update and maintain case and management information on the Legal Services Division’s computerised practice management system

8.
To undertake research in relation to property and other legal matters as required by the Team Leader, Head of Legal and Director of Legal and Governance


	

	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.

	


	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: None

	

	

	7. Post holder’s immediate supervisor: Team Leader or Senior Solicitor (as required by the Director of Legal and Governance)

	

	Prepared by/author: Mick Suggett 

Date: July 2025 

	Job title: Solicitor - 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: Legal Assistant



	Department: Resources
Service: Legal Services
Grade: E
Post reference number: 

	

	Areas of 

responsibility
	Requirements
	Measurement
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	E.g. Admin and IT Skills
	1. Experience of handling a caseload of routine conveyancing matters with supervision
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	2. Experience of conducting conveyancing transactions. 
3. Experience of dealing with the preparation and completion of conveyancing and other property related documentation

4. Ability to analyse and make decisions on conveyancing and property related issues with supervision 
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	5. Ability to undertake legal research
6. Ability to work largely independently on a large volume of routine conveyancing matters
7. Ability to communicate clearly both orally and in writing
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	Work to promote mutual respect and good relations
	8. Demonstrate the ability to work as part of a Team

9. A commitment to the Council’s Equality and Diversity Policy.
10. A basic understanding of word processing and database programmes
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	Work Related Circumstances


	11. Willingness to comply with the City Council’s non-smoking policy.
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Mick Suggett 

Date: July 2025  

	Job title: Solicitor - Team Leader - Conveyancing


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. 








