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JOB 
OUTLINE
	Dept: 	Resources 
	Section: 	Legal Services 


	Post no: RELE01013
	Designation: Legal Assistant (Administration)
	Grade:5
(SCP8-11)

	Purpose of Job:

To assist in the provision of a high-quality legal service to the Council, its Committees and Directorates.  To support the Legal Services, in particular the Legal Services Manager, in the provision of the service.


	Main Duties / Responsibilities:

Administration

Undertake many types of administrative work as instructed and provide support suitable to Legal Services including:
· managing the Legal Services generic Inbox;
· arranging for invoices to be raised as requested and for invoices received to be paid (creditors/debtors) to include reconciling the monthly invoice received from H M Land Registry;
· managing the Deeds safe/Strong Room to include the retrieval and destruction of files;
· providing cover and assisting with the processing and responding to Local Land Charges searches received and assisting with the process of transfer to HM Land Registry;
· managing the sealing process including checking the sealing forms, inputting into the sealing register and getting documentation prepared for signature;
· carrying out work in respect of preparation of Court bundles for both civil and criminal matters
· providing cover in respect of the administration of Freedom of Information requests, Subject Access requests and Environmental Information requests received as appropriate;
· providing support with the Onboarding system at the Magistrates Court and any in establishing and day to day operation of the single justice process;
· opening and closing of matters on Iken (the Council’s 
· running monthly reports on Iken;
· undertake filing related tasks and general administrative tasks such as ordering stationery etc;
· undertake such other duties and responsibilities that may from time to time be allocated by the Legal Services Manager or the Assistant Director (City Solicitor and Monitoring Officer).


	Communication

· handle enquiries from the public, Councillors, staff, external organisations etc. and take any necessary action arising from them;
· liaise with solicitors, barristers, other professional persons, officers of the Courts and members of the as required;
· maintain excellent working relationships with officers in all relevant Directorates;
· have the ability to prioritise work particularly when under pressure and when emergencies arise.


	Other

· ensure your work output and quality of work is of a high quality and that it accords where appropriate with the Legal Services Practice Management Standards (Lexcel), Service Level Agreements and with current legislation and best practice;
· carry out such other duties as may reasonably by required in relation to a post of this nature;
· duties must at all times be carried out by the post holder in compliance with the Council’s Equal Opportunities Policy and other relevant policies of the Council;
· be responsible for your health and safety and not endanger that of colleagues/visitors to the workplace;
· observe the Council’s No Smoking Policy;
· be able to use a keyboard and operate an electronic case management software system

N.B.: The Council is an equal opportunities employer and provider of services.  The Council has a statutory duty to promote race equality and all employees must be aware of that duty and work to the Council’s equality standards.


	In addition, other duties at the same level of responsibility may be allocated at any time.
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