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Job Description and Person Specification
Legal Practice Assistant

	Purpose & Impact:



· To assist in providing a high quality and effective legal services to all part of the council.
· To provide support to the legal team
	Accountable to:



This post is accountable to the Legal Practice Manager.

The post sits within Law and Governance, part of the Corporate Services Directorate in West Northamptonshire Council. 

	Responsibilities:



1. To undertake the provision of administrative support across the Legal Service.
2. To assist in ensuring that the use and operation of the Service’s IT systems (including the Iken file management system) are continuously monitored and improved.
3. To assist in maintaining the Law Society’s Practice Management Standards (LEXCEL) and monitor adherence to the standards in consultation with the Legal Practice Manager.
4. To assist in the running of open matters / time reports from the IKEN system for Fee Earners.
5. To register all new instructions into the IKEN software system.
6. To ensure that all computer records are maintained in accordance with agreed procedures.
7. To deputise for the Practice Manager when required.
8. To maintain the management of the legal deed safes.
9. To ensure legal instructions are correctly allocated in a timely manner from the legal services inbox
10. To assist in the continuous improvement of all departmental procedures in the delivery of the Service’s objectives.
11. To assist in the production and maintenance of a Legal Practice Manual.
12. Leading by example in modelling the conduct, behaviour and values expected of the Council’s employees and establish a working environment within the Practice Management Team in which individuals can excel.
13. Actively challenge and seek to eliminate any directly or indirectly discriminatory practice or behaviours. 
14. Demonstrate awareness/understanding of other people’s behavioural, physical, social and welfare needs.  Ensure that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons, to certify compliance with policies and procedures relating to health and safety within the service.


This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.

	Person Specification:



The requirements for the role are outlined below and will be part of the selection process.
Each of the criteria listed below will be measured by the application form (A), a test / exercise (T), an interview (I), a presentation (P) or documentation (D)
Minimum levels of qualification, knowledge, skills and experience required for this job
	Identify 
	Describe
	Essential/
Desirable
	Measured by

	Qualifications
	
	
	

	Literacy and Numeracy Qualification
	High levels of literacy and numeracy and proven ability to analyse complex information demonstrated through relevant qualification or comparable experience.
	Essential 
	A and D 

	Knowledge
	
	
	

	Local Government Legal Department  
	A sound understanding of the role of legal services within a modern local government environment
	Essential 
	A and I

	Case Management System
	Full working knowledge of a legal case management/time recording system
	Essential
	A and I

	Skills and experience
	
	
	

	Relationship Skills
	Ability to build effective working relationships within the legal services team. 
	Essential
	A and I

	Communication and influencing skills
	Excellent communication skills both verbal and written. 
	Essential
	A and I

	Legal Environment
	Experience of working in a legal practice environment providing administrative support within a complex and changing organisation 
	Essential
	A and I




Within the flexible / agile working model there are four clearly defined worker types. Your worker type is determined by your job role.
Your line manager will inform you which worker type your job role falls under. This is something you will continue to discuss with your line manager as we embed this culture across our organisation.
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