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JOB DESCRIPTION & PERSON SPECIFICATION
	SERVICE AREA: 

	Town Clerk’s Service
	POSITION NO:

	SECTION: 

	Commercial/Property
	GRADE: 6

	JOB TITLE: 

	Assistant Legal Officer
	DATE PREPARED: 5 November 2013
Amended 1 October 2021

	EVALUATION DATE: 
	5 November 2013
	JE NUMBER: NC1529


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	PURPOSE: To carry a caseload and give assistance to Lawyers dealing with a wide range of contentious and non-contentious legal matters including:  property; planning; regeneration projects; licensing; company and commercial work; grants; contracts; debt collection; highways; public protection; prosecutions; child protection;  vulnerable adults; housing landlord issues; anti-social behaviour; education; civil litigation; employment; education; corporate issues.



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Independently manage and make decisions on own caseload of routine and non-complex legal work effectively and efficiently with minimum supervision, working under pressure to strict deadlines.  Support and give assistance to Lawyers and Legal Officers dealing with a range of legal matters.

	2.
	Receive instructions, request supporting information and/or evidence from the relevant Council departments and outside bodies and decide the appropriate course of action to be taken in consultation with Legal Officer/Lawyer where appropriate.

	3.
	Supply accurate, up to date information to members of the team including legal research as requested by senior colleagues and statistical analysis for Service Level Agreements or management purposes.  Amend standard documents on the case management system as necessary.

	4.
	Use own initiative when drafting, preparing, reviewing, and completing various legal documentation

	5.
	 Process and prepare Court proceedings as necessary and attend before the Court if required to do so.  To appear before magistrates and district judges and represent the Council at these hearings in cases where the post holder has rights of audience or has been authorised to do so.  

	6.
	Ensure manual and computerised records are accurate and up to date to facilitate file management and enable speedy recovery of information.

	7.
	Ensure all documentation is accurate and filed or exchanged in accordance with court timetables whether these are set by Court, agreed with other parties or set out in legislation and at appropriate times liaise with and arrange for witnesses to attend court. 

	8.
	To participate in the corporate workings of the Council by taking part in inter‑service groups and working parties where required and by developing an understanding of local government affairs generally and current issues of Kingston upon Hull City Council.  To support the Legal Services Manager and other Senior Officers in their roles.

	9.
	To assist in devising strategies and plans for implementing new legislation.  Work with team to formulate plans to establish revised systems and structures to respond within the timescales

	10.
	To assist in the preparation of and contribute to reports for committees, which have a complex legal dimension to ensure compliance with relevant law and Council's policies and to check the legality and accuracy of new Council policy and committee minutes.

	11.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.


	DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.
Responsibility for Staff: None
2.
Responsibility for Customers/Clients: None
3.
Responsibility for Budgets: None
4.
Responsibility for Physical Resources: None


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.
Within Service Area/Section: Head of Legal & democratic Services, Legal Services Manager, Team Leader, Lawyers, Legal Officers, Business Support Officers
2.
With Any Other Council Areas: Officers from client departments
3.     With External Bodies to the Council: Court Service, Tribunal Service, Government Departments, Cafcass, members of the public, external solicitors, barristers, external clients



	ORGANISATION CHART: 

	Immediate Line Manager

Lawyer
Other jobs (peers) that report to immediate line manager

Other Assistant Legal Officers

Legal officers
This Position

Assistant Legal Officer
Direct Reports

None




	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:

Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	x
	
	
	
	
	Normal office duties.  May need to handle heavy files


	WORKING CONDITIONS:

Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	x
	
	
	
	
	Normal office conditions


	EMOTIONAL DEMANDS:

Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	
	
	x
	Any could apply dependant upon the type of work being undertaken. E.g. non contentious property transactions would score low but serious child abuse cases may be intense


	PERSON SPECIFICATION
	Cross relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.  The requirements that state ‘if relevant to the job’ will be crossed as essential if applicable. 
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	The post holder must hold or show evidence of working towards a legal qualification and/or membership of a professional legal body e.g CILEX Level 3 certificate
	
	 FORMCHECKBOX 

	AF CQ

	
	Minimum 5 GCSEs Grade A* to C or equivalent (must include English)
	 FORMCHECKBOX 

	
	AF CQ

	2. 
	Relevant Experience:

	
	Proven experience of legal work 
	 FORMCHECKBOX 

	
	

	
	Experience of planning and implementing new ways of working
	
	 FORMCHECKBOX 

	AF I

	
	Experience of effective team working
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I

	
	Experience of dealing with members of the public, external solicitors or other third party organisations.
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	AF I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Ability to plan ahead / organise / prioritise, implement service improvements and innovations
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	AF I

	
	Ability to synthesise and prioritise routine and potentially conflicting demands, understand and absorb information and resolve problems. Requires highly developed co-ordination, time management and prioritisation skills to enable the post-holder to achieve objectives in a timely and organised manner
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	AF I 

	
	Ability to analyse problems, situations and information
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I T

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults (if relevant to job)
	 FORMCHECKBOX 

	N/A
	AF I

	
	Possesses skills and knowledge to provide in-depth support to a professional legal service
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I T

	
	Has an understand how government policy/legislation impacts upon the Council
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I 

	
	Ability to analyse and solve problems 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I 

	
	Uses knowledge of the service to be able to make

decisions or recommendations on requirements of the service and it’s development
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish and maintain professional, effective working relationships with a range of partners/colleagues and third parties.
	 FORMCHECKBOX 

	N/A
	AF I

	
	Analytical skills with the ability to process information and explain/present the information clearly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I 

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I

	
	Written Skills

	
	Ability to write well structured letters
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I T

	6.
	Other: (if there aren’t any state ‘none’)
	
	
	

	
	Ability to appropriately deal with, handle and keep confidential  personal information which may sometimes be distressing or upsetting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I

	
	Well developed IT skills in for the purposes of communication, time recording, legal research and operation of case management systems
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	AF I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	 FORMCHECKBOX 

	N/A
	 I

	
	Improving services
	 FORMCHECKBOX 

	N/A
	 I

	
	Analysis and decision making
	 FORMCHECKBOX 

	N/A
	 I

	
	Making things happen
	 FORMCHECKBOX 

	N/A
	 I

	
	Communicating with impact 
	 FORMCHECKBOX 

	N/A
	 I

	
	Collaboration 
	 FORMCHECKBOX 

	N/A
	 I

	
	Developing self and others
	 FORMCHECKBOX 

	N/A
	 I

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs 

	8. 
	Additional Requirements:

	
	none
	 FORMCHECKBOX 

	N/A
	     

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Basic #Standard/#Enhanced# Enhanced & Barring List Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement).
#Service area to delete as required
	
	N/A
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks.
	
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	x
	N/A
	AF(after short listing)
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