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Job description and Person Specification

Lawyer


	Department 
	Resources

	Service 
	nplaw

	Grade
	Scale K

	Reports to
	Team Lead

	Responsible for 
	n/a

	Job reference
	10765



	Job Purpose 

	To provide professional legal advice and advocacy to clients of the (Adult Social Care Team) to protect their interests, meeting standards of practice quality and consistency.



	Accountabilities 

	Professional Advice and Advocacy

To provide clear professional legal advice and support to clients with the support of more senior colleagues on the most complex work. 

To provide advocacy in Courts, Tribunals, Public Inquiries, and other venues as required.

Helping clients to select a barrister and instructing where necessary.


	Service Delivery
To provide a comprehensive professional legal service to clients: 
· Taking the clients instructions and advising clients on the advantages or disadvantages of courses of action with a full understanding of the legal consequences
· Conducting research and analysing information such as legal precedents. 
· Maintaining correspondence with clients and solicitors representing other parties. 
· Preparing statements, reports, contracts and other legal documents.
·  Preparing and checking papers for cases (e.g. for courts). 
· Negotiating with clients and other professionals to secure agreed objectives. 
· Delegating work to Trainees, Legal Officers or administrative staff as appropriate.
· Ensuring necessary administration, including billing, is completed.


	Client Relationship Management

Develops and maintains good client relationships, gaining clients’ confidence and meeting service levels as specified in client specific Service Level Agreements.

Keeps clients informed and maintains contact with all parties to ensure casework is progressed within agreed timescales.

Inform clients of costs and fees for proposed services.


	Business Development

Maintain an understanding of client’s business and the service area strategy for growth and income generation to proactively market nplaw and obtain new business.


	Professional & Practice Standards
· Continuing professional development (CPD). 
· Keeping up to date with changes and developments in the law by reading journals and law reports.
· Supports internal procedures and systems including file / case management.
· Completes time sheets so that charges for work can be calculated; the law by reading journals and law reports.

	Key Performance Outcomes:

· Client satisfaction with services provided.
· Casework is delivered within SLAs/client care standards and response times are met.
· Achievement of fee earning targets.
· Maintenance of high standards of professional conduct.




	Person Specification


	Qualifications:

	Essential
	Desirable

	Solicitor, Barrister 


	Diploma in Local Government Law and Practice.

	Membership of the relevant professional body.

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Previous client relationship management experience.

	Experience of working with or for a Local Authority.


	Previous advocacy experience.

	

	Skills:

	Essential
	Desirable

	Effective, proactive and creative approach to solving legal problems.

	

	Effective negotiating skills.

	

	Good client relationship and networking skills. 

	

	Ability to work under pressure and manage multiple cases of varying complexity.

	

	Commercial awareness.

	

	Excellent spoken, written and presentation skills the ability to explain legal matters clearly to non-experts. 
	

	Confident and persuasive.
	

	Able to absorb and analyse large amounts of information.

	

	A high level of accuracy and attention to detail.
	

	Understands and works to meet professional standards and any requirement set by the Solicitors Regulation Authority (SRA).
	

	Time management skills.
	

	Computer literate.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
You are required to travel as part of your duties and are responsible for your own travel arrangements, which must be carried out in the most effective and efficient way to perform your job.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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