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Job description 

Senior Legal Officer


	Department 
	Resources

	Service 
	nplaw

	Grade
	Scale I

	Reports to
	Senior Lawyer

	Responsible for 
	n/a

	Job reference
	11424



	Job Purpose 

	Provides legal services to clients of the County Council SEND Team meeting standards of practice quality and consistency.

	Context 

	This is a role within the SEND holding and running cases (including advocacy) where a good understanding of law and of the related procedures is required.  Provides guidance and supervision to Legal Officers.




	Accountabilities 

	Legal Support
Understands the legal procedures, resources and systems to undertake complex legal transactions and casework within the relevant area, with support from Solicitors as required; including:
· provide legal advice to clients;
· obtain witness statements;
· arrange court dates and prepare legal documents;
· prepare more complex legal documents eg letters of instruction, applications for protection or care, briefs to counsel, conveyancing work;
· check Court Bundles contain all relevant information before providing to courts and other relevant parties;
· present evidence for written representation and Informal Hearing referrals/appeals;
· undertake lower-level advocacy such as case management hearings


	Customer Service and Communications
Delivers a high standard of customer care understanding and meeting client aims, ensuring work meets client care standards and response times.

Keeps clients informed by maintaining contact; communicating case progress.

Diplomatic and persuasive in expediting activity and obtaining information, including witness statements. May occasionally be required to present information in court, to tribunals, etc


	Business Development
Supports activity to secure new business, including identifying and alerting managers to opportunities.


	Service Development 
Champions improvements and supports the introduction of new processes and resources to improve performance and income generation.

Provides training and guidance to Legal Officer Level 1 in procedures and systems.


	Administrative support
Deals with referred correspondence promptly, responding or alerting the solicitor to issues requiring their attention.  

Meets all file/case management standards
 




	Person Specification


	Qualifications:

	Essential
	Desirable

	Legal experience in relevant practice area.

	CILEX Level 6 or equivalent.

	Knowledge/Experience:

	Essential 
	Desirable 

	3 years experience of legal work.

	Experience of working in local government.



	Experienced user of Microsoft Office applications and specialist legal IT case management systems.

	

	Skills:

	Essential
	Desirable

	Knowledge of the relevant legislation relating to the service area.


	

	Ability to collate and analyse information and to present it clearly to clients both verbally and in writing. 

	

	Good organisational skills with ability to use initiative and prioritise workloads.

	

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

	

	Good communication skills.

	

	Adaptable IT skills.

	



	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 will be required to work flexibly to meet the needs of the service, including supporting the work of other teams to meet workload demands.

You may be 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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