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SPECIFICATION				 
	Dept:  Resources
	Section: Legal Services


	Post No: RELE01013
	Designation: Legal Assistant (Administrative)
	Grade: 5
(SCP8-11)

	Qualification:

(E)	GCSE Maths and English – Grade C or above (or equivalent) 
(D)	A recognised legal qualification e.g. Law Degree
(D)	Membership (or eligibility for membership) of a relevant professional body 	e.g. CILEX


	Knowledge/Skills/Abilities:

(E)	Knowledge of the principles of customer care.
(E)	Good organisation and planning skills.
(E)	Good interpersonal and written and oral communication skills.
(E)	Ability to work to deadlines.
(E)	Ability to work on own initiative.
(E)	Ability to work effectively as part of a team.
(E)	Ability to manage and prioritise own workload.
(E)	Ability to deal with persons on all levels.
(E)	Ability to work in a thorough and methodical manner in accordance with 	instructions.
(E)	Ability to deal with a large number of competing tasks in an efficient and 	effective way.
(E)	Carry out duties with full regard to Council policies.
(E)	Ability to anticipate and identify problems to senior management at the 	correct time.
(E)	Possess good keyboard skills and be able to use and be familiar with the 	Microsoft Windows System or equivalent.
(D)	Ability to use Iken Case and Matter Management System 
(D)	Knowledge interest and awareness of work undertaken by the City Council.


	Experience:

(E)	Experience of working within a busy legal environment.
(E)	Experience of working to deadlines.
(E)	Experience of team working.
(E)	Experience of dealing with persons at all levels.
(D)      Experience of working within a local government environment.
	

	
Special Requirement:

(D)	Hold a current full and valid driving licence.

	NB 	E Essential
	D Desirable
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