ROLE PROFILE


Role Title: Paralegal
Service Group: Legal Services
Accountable to: Head of Legal
Grade: F
Date: April 2022
JE code:  JE1403




Competency Level: 2
Purpose of job (outline what, to whom and why)

To provide advice, assistance and services commensurate with level of knowledge and experience to the Council as a key member of the legal services department. 
Key Objectives (list what outcomes are essential)

	1
	To undertake such duties as directed by the Head of Legal to who the paralegal is assigned

	2
	To provide support and assistance to other members of the Department as directed by the Head of Legal 

	3
	To operate in accordance with the Department’s Practice Management Standards to ensure that a professional and cost-effective legal service is provided to the Council

	4
	To achieve successful outcomes for the Council in relation to the matters allocated

	5
	To achieve set performance targets and to ensure that management data is recorded accurately and in a timely manner.

	6
	To communicate with Council officers, Councillors and members of the public in a professional, timely and courteous fashion


Scope (outline the size or scope of the role, direct or indirect responsibility for people, finances, resources and any special aspects of the role)
People

Frequent contact with: -
· Councillors, client department officers, members across the Council and partner organisations in order to take instructions and provide advice.
· External agencies e.g., solicitors, Courts and Tribunals, members of the public to provide assistance and take information. 
Non-financial resources

Responsible for: -
· Computerised records comprising of legal documentation relating to caseload.

· Manual records in the form of paper files containing information in relation to caseload.
· PC, laptops and tablets.
· Responsible for the accuracy and security of confidential and sensitive information including sensitive personal information within the meaning of GDPR and the Data Protection Act 2018.
· Security of any physical, computer or written evidence.
Financial

· No direct budgetary responsibility.
· Responsible for ensuring that financial and performance management systems are operated accordance to Council and department procedures.
· Responsible for ensuring that resources required to carry out work are used in the most cost-effective way.
Work Profile   (outline the main areas of responsibility and accountability and competencies)
1) To develop and practice legal skills in relation to:

a. Client care and practice support

b. Communication skills

c. Drafting skills

d. Interviewing and advising skills

e. Legal research skills

2) To undertake matters as allocated by the Head of Legal under Supervision and to manage the matters in accordance with Departmental processes. 
3) To provide advice and guidance under supervision to Council Departments in relation to legal issues as required by the business needs of the department. A paralegal may be required to provide advice and assistance across any of the department’s work areas e.g planning, governance, litigation and social care. A paralegal will be required to develop specialist skills, knowledge and experience in at least one area of the department’s work areas.
4) To be able draft effective and clear documents and correspondence on behalf of Council Departments. 
5) To be able to communicate effectively and clearly with Council Departments, external agencies and members of the public.  To deal with potentially distressing, high confidential situations in a calm and courteous manner ensuring that confidentiality is maintained.
6) To prepare on behalf of others within the team legal documents including:- briefs to Counsel, summons, court applications, witness statements, leases, transfers etc
7) To prepare precedents and practice notes for use by the department on various legal topics and to assist in maintain the legal departments’ presence on the intranet. Such precedents and practice notes will need to be produced in electronic format and developed with the legal department’s case management system.
8) Investigate legal and factual issues, analyse problems and communicate effectively the outcomes of the research to team members, Case Managers, clients and external agencies where necessary. 
9) Utilise effectively electronic and paper resources to research both legal and practical solutions to problems including the use of the legal department’s case management system, electronic legal research tools, web based legal resources and paper resources. 

10) Manage and complete work autonomously within set deadlines ensuring that work is appropriately prioritised.
11) To identify circumstances and/or cases that may present a high risk to the Council and appropriately raise these issues with more senior staff.
12) To assist on the duty rota, where this exists, by taking calls and either dealing with issue raised or referring to more senior staff depending on level of complexity and/or risk. 
13) To ensure that performance management targets are met in order that Legal Services budget and service plan targets are achieved. 
Job Context   (attach the organisation chart(s) relating to the role)


PERSON SPECIFICATION

In this section the Skills, Knowledge, Qualification and Competency requirements to perform the role to a satisfactory standard are set out.  The extent, nature and level of the role holder’s knowledge and skills should be specified
Awareness 
some knowledge or skills sufficient to show aptitude and the ability to learn in the particular work area

Significant 
knowledge and skills gained through practice and/or qualification sufficient to fulfill the role requirements 

Extensive 
knowledge and skills gained through practice and/ or qualification to fulfill the role requirements and contribute to training others and developing policy and practice in the work area

	PERSON SPECIFICATION

 
	Examples specific to role
	Required
	Level
	Method of Assessment application form, interview, testing, reference

	
	
	Essential
	Desirable
	Awareness
	Significant 
	Extensive
	

	SKILLS AND KNOWLEDGE
Technical knowledge and qualifications 


	Legal Qualification at degree level or equivalent eg. Qualification from the Chartered Institute of legal Executives or equivalent significant work experience in a legal environment.
	x
	
	
	x
	
	AF

	
	Ability and willingness to undertake further training in legal knowledge and skills appropriate to the business needs from time to time
	x
	
	
	x
	
	AF

	
	Knowledge and understanding of the Law Society Code of Practice
	x
	
	
	x
	
	AF

	
	Strong/proven analytical and critical thinking skills and the ability to recognise key/relevant issues and provide appropriate and timely advice.
	x
	
	
	x
	
	AF/I/T

	
	Ability to maintain knowledge of the area of law relevant to work allocated by Case Manager. To ensure that all legal advice and services are provided in compliance with departmental standards
	x
	
	
	
	x
	AF/I/T

	
	Previous local government experience and /or demonstrable knowledge and understanding of local government


	
	x
	
	x
	
	AF

	
	Excellent ICT skills which include use of MS Office and legal research tools.
	x
	
	
	x
	
	AF/I/T

	
	Knowledge of legal case management software.
	
	x
	
	x
	
	AF

	Planning and organising work 
	Ability to plan, prioritise and work to deadlines autonomously and to take responsibility for delivering and meeting agreed work objectives, working to local frameworks and guidelines.


	x
	
	
	
	x
	AF/I

	Planning capacity and resources
	Organising work with the capacity and resources available and managing customer expectations 
	x
	
	
	x
	
	AF/I

	Influencing and interpersonal skills
	Delivering information clearly and succinctly to council officers, court officers, partnerships, external organisations and to clients and to customers.
	x
	
	
	x
	
	AF/I

	
	To be able to deal with highly confidential and potentially upsetting material and, on occasions, to be able to deal with members of the public who may be anxious or distressed.

Ability to exercise tact and diplomacy in the work environmental to deal with potentially confrontational situations.
	x
	
	
	x
	
	AF/I

	PROBLEM-SOLVING

Using initiative to overcome problems


	Being able to assess different options available to solve legal issues and make informed decisions in order to satisfactorily resolve any problems.
	x
	
	
	
	x
	AF/I/T

	Managing risk
	Taking responsibility to minimise issues that could disrupt work, and escalate the issue where appropriate. Ability to identify areas of risk and provide appropriate advice to reduce/minimise that risk
	x
	
	
	x
	
	AF/I/T

	Managing change
	Responding positively to change within your work area and taking responsibility for putting into practice changes which are being implemented.
	X
	
	
	x
	
	AF/I

	ACCOUNTABILITY and RESPONSIBILITY

Undertakes tasks without supervision


	Establishing individual responsibility and accountability for delivery of identified priorities and objectives.
	x
	
	
	x
	
	AF/i

	Managing people 
	Managing work relationships to ensure effective case outcomes
	x
	
	
	x
	
	AF/I

	Managing financial resources
	Awareness of using resources in cost effective manner and meeting any department performance management targets applicable to the role. Following any Council and department procedures on accounting for and recording external spend.
	x
	
	
	x
	
	AF/I


COMPETENCIES REQUIRED – All post holders must be able to comply with the Council’s core competency requirements, Leading Change, Focus on the Customer, Team Working, Delivering Performance and Managing Resources.
SPOKEN ENGLISH FLUENCY DUTY REQUIREMENT - The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for this post.
CORPORATE SAFEGUARDING STATEMENT – All post holders must be committed to applying and upholding the Council’s Corporate Safeguarding Policy Statement.  Specific safeguarding responsibilities should be detailed in this document.
Other information e.g.
· able to travel to meet service delivery requirements

· available to undertake work outside of normal working hours
	
	
	

	Signed Line Manager     
	Signed Service  Director    
	

	
	
	

	Print Line Manager   
	Print Service Director   
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