

	Role Structure
	Role Details 

	Directorate:
	Corporate Services

	Grade:
	HC07

	Location:
	Plough Lane

	Responsible to:
	Head of Legal Services /Senior Lawyer / Head of Law/ Head of Practice Management (as appropriate)



Job Description
Job Role: Senior Paralegal
Legal Service
	





Main purpose of the role

To provide high level legal, technical and/or procedural advice and services within a defined area of 
responsibility in the most effective and efficient way to meet the requirements of the individual services 
and departments within the Council, Cabinet, officers, members and/or external parties. 
The defined area of responsibility means the principal specialist, expert or accountable person in one or 
more areas including (i) managerial or team responsibility (ii) a process or procedural responsibility or (iii) a specialism within a single or narrow area of local government law. The defined area of responsibility will be specified in your role offer but can be changed from time to time to meet operational requirements using 
generic skills across the areas.

	Key Duties and Responsibilities

	Frequency of Task

	· To act as the principal advisor, specialist or manager of a discrete part of services delivered by legal services and/or discrete process and/or discrete team, all within legal services 
	· Daily 

	· To deliver or manage the delivery of high quality legal, technical and/or procedural advice and services to:
· senior officers and their staff and/or 
· Councillors; and/or 
· members of parish councils; and/or 
· public (where appropriate) 
including, where appropriate, drafting documents and legal agreements, advising on policy or processes and ensuring operational decisions are taken on a sound legal basis. 
	· Daily

	· Where appropriate, to develop and improve processes and procedures within the discrete area of responsibility. 
	· Daily

	· Where within the area of responsibility, to undertake negotiations to protect and further the objectives of the Council, and to assist in litigation and advocacy in the courts, tribunals, statutory appeals and inquiries.
	· Daily

	· Participate in project teams to ensure the achievement of the Council’s objectives and the delivery of high quality legal, technical and/or procedural advice to the parties above. 
	· As required

	· Identify, research and anticipate the effects on service provision of new developments in the law and/or technical requirements and/or processes to ensure that the parties above are able to adopt best practice in the delivery of timely and responsive services. ·
	· Daily

	· Provide legal, technical and/or procedural training to the parties above to ensure that policy and operational decisions are taken in the most beneficial and effective manner. 
	· Daily

	· Where within the area of responsibility, to be the principal contact and treat all matters and the parties above as confidential and in a sensitive manner.
	· Daily

	· Undertake the general work of a local government legal officer as directed from time to time. The work included is not limited to the following depending on the specialism. The specialism will be in the role offer.

	· Daily

	· Specialism: all specialisms
· To undertake a range of specific tasks, as appropriate for the level of responsibility, as directed by the appropriate responsible person.
· To undertake such other duties and responsibilities as may be allocated from time to time. Where appropriate this can include providing support to officers and members in Committees as necessary.
· To compile and report statistical information as required by the Legal Services Management Team.
· To actively contribute towards the continual improvement of the service and make effective use of case management systems.
· To provide assistance as directed with regard to the legal work of the Council emanating from the Council’s Cabinet and the committees, sub-committees or panels of the Cabinet or Council.
· Keeping up to date with changes in law, technical and processes
including the policies and procedures of clients, Government and any external providers and anticipating potential new developments wherever possible.
· Acting as a representative of the Legal Services Section at meetings and other functions and presenting in a positive image at all times consistently with our stated objectives.
· To meet the agreed performance and quality standards as fixed by the Legal Services Management Team are met.

	
· As required 


· As required 



· Monthly 

· As required 

· As required 


· As required 



· As required 


· As required

	· Specialism: managerial or team responsibility
· To effectively manage and mentor the allocated team of legal officers in accordance with all standards and requirements of the Council and the Legal Services Management Team.

	
· Daily

	· Specialism: a specialism within a single or narrow area of local government law.
· To carry a caseload of legal, technical and/or procedural advice, largely unsupervised, within the officer’s narrow specialism and to be responsible for completing all aspects of the tasks in accordance with recognised good practice and client service specification.
· To instruct external advisors when appropriate or advised and to assist such.
· To manage the relationship with external advisors appointed in connection with provision of legal, technical and/or procedural advice. 
· To draft all legal documents required in the preparation of Court or other legal proceedings or other legal documentation, as appropriate to the defined role. 
· Assisting in the training of officers and members and providing briefings and updates on changes in the law, technical needs and processes as appropriate.
	

· Daily




· As required

· As required


· Daily


· As required

	· Specialism: process or procedural responsibility 
· To operate and be responsible for the discharge of a specific process or procedure, largely unsupervised, and to be responsible for completing all aspects of the tasks.
· To receive instructions and communications relating to the process or procedure and to complete the same in accordance with recognised good practice and client service specification 
· To develop and improve the efficiency of the process or procedure and reporting mechanisms on the performance of the process or procedure. 
· Where appropriate, investigating facts and interviewing witnesses.
· To keep all parties aware of the progress of the process or procedure and the likely outcomes or conclusion
· To draft all legal documents and reports required for the discharge the process and procedure 
· Assisting in the training of members and officers and providing briefings and updates on changes in the process or procedure as appropriate.
· To report to Member and Office committees or panels in relation to a specific process or procedure, or on the operation and effectiveness of the process or procedure.

	
· Daily 


· Daily 


· As required


· As required 

· As required 

· Daily

· As required


· As required

	· 
	· 
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· Appropriate legal qualification (minimum A Level or equivalent standard) and/or 
	Essential
	A, I

	· Substantial experience within area of responsibility including evidence of continuous development and training in appropriate area.
	Essential
	A, I

	Experience & Knowledge

	· Substantial demonstrable experience in relevant (i) single or narrow area of local government law (ii) process or procedural responsibility or (iii) managerial or team responsibility 
	Essential
	A, I

	· Experience of drafting legal and/or procedural documents.
	Essential
	A, I

	· Ability to prioritise work and to have confidence to challenge and/or escalate cases as necessary.
	Essential
	A, I

	· Experience of legal practice handling casework files working unsupervised.
	Essential
	A, I

	· Experience of applying a rules-based criteria or sound local government principles to resolve issues and problems
	Essential
	A, I

	· Experience of communicating and giving difficult and challenging legal advice and/or messages to Councillors, Officers, the public and parish councillors in a clear and concise manner.
	Essential
	A, I

	· Understanding of the importance and commitment to maintaining the confidentiality of information.
	
	

	· Experience of operating within a highly regulated environment including responding to external regulators on behalf of the Council
	Essential
	A, I

	Skills and Abilities

	· High level specialism in (i) single or narrow area of local government law (ii) process or procedural responsibility or (iii) managerial or team responsibility 
	Essential
	A, I

	· Able to recognise matters involving exceptional risk to the Council’s reputation or finances, escalate accordingly and assist in providing risk mitigation.
	Essential
	A, I

	· Evidence of persuasion and negotiation at a high level.
	Essential
	A, I

	· Well organised to prioritise and manage a large and complex work load.
	Essential
	A, I

	· Appropriate communication and Advocacy skills.
	Essential
	A, I

	· The ability to form effective working relationships with officers, Councillors, the public and Parish Councillors (if appropriate).
	Essential
	A, I

	· The ability to develop new processes and policy procedures.
	Essential
	A, I

	· The ability to confidently advise officers, Councillors, the public and Parish Councillors at a strategic level.
	Essential
	A, I

	· Where appropriate, the ability to take an active role in both the development and coaching of new staff in the service.
	Essential
	A, I

	· The ability to work with minimum supervision.
	Essential
	A, I

	· Able to give urgent advice without referral to senior officer.
	Essential
	A, I

	· Able to work quickly and accurately under pressure.
	Essential
	A, I

	· Able to learn and master new areas of law and legal practice quickly.
	Essential
	A, I

	· Able to follow and work to standard office procedures.
	Essential
	A, I

	· Positive attitude, drive, adaptability and self- motivation.
	Essential
	A, I

	· Commitment to delivering high quality work to short time-scales.
	Essential
	A, I




All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.

Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
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