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HULL CITY COUNCIL

JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:


	Legal & Democratic Services
	POSITION NO:

	SECTION:


	Legal
	GRADE: 8

	JOB TITLE:


	Legal Officer
	DATE PREPARED: September 2011

Amended 24 September 2021



	EVALUATION DATE:
	21 September 2011
	JE NUMBER: NC2651



	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 complex caseload and give assistance to Lawyers dealing with property, planning, regeneration projects, debt collection, employment law, licensing and prosecutions e.g. for non – payment of council tax and parking fines, housing landlord, anti-social behaviour, education, civil litigation and associated litigation, child protection matters, vulnerable adults and Trading Standards, highways and transportation, food hygiene and other public protection matters.

To ensure that a high quality legal service is provided to support the Council that ensures sound risk assessment of the legal issues, high standards of health and safety for the community and best value for the Council.


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

	1.
	Independently manage and effectively organise a legal caseload, sometimes complex, in order to meet client, Court or Tribunal timescales.  To provide oral and written legal advice to officers seeking professional guidance in contentious and very possibly complex cases, working under pressure to strict deadlines. Undertakes legal research to ensure correct advice is given and procedures followed.

	2.
	Receive instructions, sometimes on an emergency basis, request supporting information and/or evidence from the relevant Council departments and consider the appropriate course of action to be taken.  Deal with claims by or against the Council and conduct and assist Lawyers in the conduct of County and High Court claims.

	3.
	Use own initiative when drafting, preparing, reviewing, and completing various legal documents.  This documentation could comprise of routine and detailed letters.  The documentation will also comprise Planning agreements and notices; traffic regulation orders; highways notices relating to creation, diversion or closure, whether permanent or temporarily, of highways; licenses and leases and property related documents which contribute to the management of the Council’s property portfolio; contracts to undertake works or provide services or supplies; licences for marriage ceremonies, tree preservation orders.  Particulars of Claim or defences in respect of civil litigation matters; prepare complex statements for witnesses in respect of matters pertaining to civil litigation.  The post holder will also need to examine and review expert medical evidence or reports.

	4.
	To contribute to committee reports, officer authorisations, decision records; briefings for Members and Officers.  Provide advice and comment on prepared committee reports and decision records in relation to own area of expertise in liaison with lawyers or the team leader.

	5.
	Supervise work carried out by Assistant Legal Officers, provide guidance and assistance on various administrative and computerised systems to these staff and other colleagues.  Ensure all documentation is accurate and filed in accordance with the Court timetable and at appropriate time arrange for witnesses to attend Court/Tribunal.

	6.
	To support and assist senior colleagues in complex and highly sensitive cases by providing organised methodical and current research.  Support and work alongside them/deputise at necessary stages or independently, interview witnesses, draft documents, prepare court/tribunal bundles, attend on Counsel and attend court or enquiries to support witnesses and provide advocacy in less complex cases, attend meetings with the public and other professionals whether internal or external.

	7.
	Decision making - To independently evaluate, draft and prepare all documents and to present cases in the court as required to do so.  To appear in cases where the post holder has rights of audience or has been authorised to do so.  This includes conducting interlocutory applications in the County Court and discharge orders in respect of child care matters in the Magistrates’ Court and County Court.  Draft instructions to Counsel when external Barristers are brought in to represent the Council and instruct solicitors to act as agents on behalf of the Council in civil proceedings to achieve the best outcome for the clients and negotiate their fees.  

	8.
	Decision making - To negotiate, liaise and assess proposed settlements in order to resolve disputes to the satisfaction of the Council and achieve the best outcome for the client.

	9.
	Decision making - Provide an advisory service to witnesses including professional witnesses in the preparation of witness statements to be placed before the court or tribunal and file these in accordance with the court or tribunal timetable.  To liaise with the court or tribunal to ensure the cases are heard without undue delay and that emergency hearings are catered for.

	10
	Use various Council record systems to research cases – for example use the Council’s housing database to prepare repossession proceedings.  Examine legal documents to ensure accuracy of claims made against the Council.  Examine legal records to check medical histories of children or vulnerable adults.  Use the Council’s IT systems to research case law e.g. Lawtel and examine Government websites for legislation, guidance documents etc e.g. where there are emerging new arrangements such as Sure Start, Supporting People, Childrens Centres.

	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:

Indirect – duty to provide comprehensive legal advice to internal client departments

3.
Responsibility for Budgets:

NONE

4.
Responsibility for Physical Resources:

Indirect - The post holder has a contributory responsibility for the procurement of works services and supplies.  

Legal advice in respect of recovery of outstanding debts can affect individuals and businesses.  Sums recovered contribute to the Council’s finances.



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

	1.
Within Service Area/Section:

Post holder is supervised by Grade 11 lawyer. Post holder may supervise work of  Grade 6 Assistant Legal Officer

2.
With Any Other Council Areas

Post holder provides legal advice to any and all other Council Areas as appropriate

3.     With External Bodies to the Council
Post holder may (depending on specific duties) have working relationships with other statutory agencies and the Courts




	ORGANISATION CHART: 



	
↨


↨





	
	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
	
	
	
	
	
	

	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
	
	
	
	
	
	

	EMOTIONAL DEMANDS:

Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	X
	
	
	
	
	
	


	PERSON SPECIFICATION
	Tick 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.

*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 have a law degree, be a CILEX Advanced paralegal or hold a CILEX level 3 certificate and be working towards a CILEX Level 6 Diploma or hold an equivalent legal qualification
	X
	
	AF CQ

	
	Evidence of continuing professional development and/or membership of professional body.
	
	X
	AF CQ

	
	
	
	
	AF CQ

	2. 
	Relevant Experience:

	
	Experience of attending and appearing at Courts/Tribunals.
	
	X
	AF I

	
	Experience of Committees or other meetings.
	
	X
	AF I

	
	Experience of dealing with complex caseloads.
	X
	
	AF I

	
	Experience of drafting, preparing, reviewing, and completing various legal documents.
	X
	
	AF I

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

	
	Ability to plan, manage and deliver complex projects.
	
	X
	AF I 

	
	Examine legal documents to ensure accuracy of claims.
	X
	
	AF I 

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults 
	
	X
	AF I 

	
	Uses knowledge to analyse and solve problems with an appreciation of possible longer-term implications.
	X
	
	AF I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues 
	X
	
	AF I 

	
	Strong verbal communication skills including the ability to receive and present complex, sensitive or contentious data to individuals and groups, overcoming barriers to communication.
	X
	
	AF I  T/A

	
	Negotiate, liaise and assess proposed settlements in order to resolve disputes.
	X
	
	AF I  

	
	Written Skills

	
	Strong verbal and written communication skills including the ability to receive and present complex, sensitive or contentious data to individuals and groups, overcoming barriers to communication.
	X
	
	AF I T/A

	6.
	Other:
	
	
	

	
	NONE
	
	
	


	PERSON SPECIFICATION
	Tick 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.

*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 

	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 
	
	N/A
	

	
	Improving services
	(
	N/A
	

	
	Analysis and decision making
	(
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	(
	N/A
	

	
	Developing self and others
	(
	N/A
	

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

	8. 
	Additional Requirements:

	
	NONE
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement).
	
	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.
	√
	N/A
	AF(after short listing)





Lawyer Grade 11








Legal Officer Grade 8








Assistant Legal Officer








