JOB DESCRIPTION and PERSON SPECIFICATION

This document is intended to cover the range of principal duties and areas of work relating to the post.  It is the intention to ensure that you are aware of the actual and the potential range, level of duties, responsibilities and areas of operation which may be required.  In addition, you may be required to perform other relevant activities commensurate with the grading of this post.

Post title:
Property Lawyer
Service:
Governance & Licensing
Team:
Legal
Grade:
Grade 5 plus Market supplement - up to £50,642 per annum
Responsible to:
Principal Solicitor
Responsible for: 
Staff who may from time to time be assigned by the Principal Solicitor/Director of Governance and Licensing
Our guiding principles and values

Our guiding principles and values underpin everything we do. They set out how we will go about our day to day work.  We will: 

· promote equal access and inclusivity 

· consult and engage with our communities 

· promote the health and well-being of our residents and colleagues 

· deliver quality, accessible services – a great service, first time and every time

· be open, clear and transparent

· treat others and their opinions with respect at all times

· work towards reducing our carbon footprint and enhancing our environment  operate as one council team

Service purpose:

The role of Legal Services is to advise the Council and its committees, members and officers on local authority powers and duties, available options and to carry out its legal work, supplemented by external resources / specialists when required. Support propriety and development of the Council’s decision-making, scrutiny and administrative processes, and to carry out the Monitoring Officer role and provide the corporate complaints and access to information function on behalf of the Council. 
Job purpose:
To support the Director of Governance & Licensing and the Principal Solicitor in providing an efficient and effective Legal Service which protects the Council’s interests, enables modern service delivery and reacts flexibly to provide a service tailored to client needs.
Criminal Records Disclosure 

This post is exempt from the Rehabilitation of Offenders Act (ROA) (as amended) and appointment is subject to satisfactory outcome of disclosure (check of all criminal records)

Core accountabilities:
1.
Key activities:

· Provide legal advice to council officers, Committees, Sub-Committees, and other meetings of the Council and outside bodies, primarily in the fields of property law and contract/procurement work, experience of administrative law, regulatory law and local authority governance would also be welcome.   
· Drafting, negotiating and completing legal documents relating to property law and contract/procurement; experience of administrative law, regulatory law and local authority governance would also be welcome. 
· Assisting in project work, such as partnership agreements for service delivery, and preparation of related documentation.

· This is a politically restricted post under Local Democracy, Economic Development and Construction Act 2009. The holder of this post is disqualified from being a member of other local authorities, a Member of Parliament or a Member of the European Parliament.  In addition the post holder may not hold office in a political party, canvas at elections or attempt to influence support in any other way for a political party.

Other activities 

1. Advising on administrative law matters and the Council’s Constitution. 
2. Supporting the Principal Solicitor in coordinating and prioritising the activities of the Legal Team and ensuring modern practice management and Law Society requirements are complied with.

3. Act as a lead practitioner in those areas of legal practice as may be allocated by the Director of Governance & Licensing / Principal Solicitor from time to time, including keeping up to date with legal practice in that area. At the present time the post holder will be a lead practitioner in property law.
4. Monitor the casework of any staff allocated for supervision to ensure it is carried out competently and supervised at an appropriate level.
5. If required by the Chief Executive, to assist with elections and electoral registrations.

6. Complying with arrangements for security and control of the deed room, custody of all contracts, deeds and documents, and arrangement for the maintenance of registers and terriers of property documents (including agreements, leases, licences and plans) and contracts.
7. Represent and/or advise the Council on external partnerships as required.
8. Write reports for members, Strategic Management Team and partner working groups to consider on issues relating to the Council’s operation. Provide legal observations on reports written by others where requested by Director of Governance & Licensing or Principal Solicitor.
9. Support the Director of Governance & Licensing in performance management of the Legal Team using service planning, risk assessment, annual appraisal and team meetings.
10. Support the Director of Governance & Licensing in making sure the Legal Team offers a customer focused service using systems thinking principles and personally strive to be innovative to help achieve a continuous improvement culture.
11. Promote positive communication across the organisation, encourage constructive relationships and develop staff feedback methods.
12. Attend meetings as required during working hours, or with a minimum of 24 hours’ notice for out of hours meetings.
13. Responsible for contributing to Corporate Governance activities.
14. Assist the Principal Solicitor in budget preparation.
15. Perform any other relevant activities, commensurate with the grading of the post as requested by the Director of Governance & Licensing or Principal Solicitor.
16. Make sure that the Legal Team offers a customer focused service using systems thinking principles.
17. Support the Council’s approach to equalities and diversity ensuring that our services and policies identify, address and promote the needs of our diverse community.  This includes the need for safety of children and other vulnerable people.
18. Take personal responsibility for the relevant aspects of the Council’s Health and Safety Policy.
19. Ensure awareness and compliance with the Council’s policies, Code of Conduct and Constitution.
20. Evaluate and assist in managing risk within the service.

PERSON SPECIFICATION – Property Lawyer
	Category
	Requirements
	Essential/Desirable

(E/D)
	Method of Assessment

	Education/training
	· Qualified as a solicitor or barrister in England and Wales and eligible for a practicing certificate or similar level of qualification

	E
	Application form

	Knowledge
	· Excellent drafting and problem solving skills in the areas of transactional property law.
· Good up to date knowledge of property.
· Knowledge of contract/ EU procurement.

· Knowledge of property litigation.

· Knowledge of administration law.


	E
E

D

D

D
	Application form/ Interview/Work-based test
Application form/ Interview/Work-based test

Application form /Interview

Application form / Interview

Application form / Interview

	Skills and abilities
	· Ability to quickly gain a good working knowledge of public law.

· Ability to negotiate effectively with clients and external bodies.  To attend high level meetings, committee meetings and public meetings and to advise accordingly clearly and appropriately.

· Ability to advise, draft and conclude on own initiative non-standard agreements in property.

· Ability to advise and communicate with the Senior Management Team, Principal Officers and Members clearly and concisely on any issues relevant to the work specified.

· Ability to instill confidence in Senior/Principal Officers and Members of correctness/ appropriateness of advice, including at public committees

· Ability to work co-operatively and supportively as part of a professional team.

· Ability to consider, advise and brief Counsel on non-standard legal issues clearly and concisely.

· Ability to keep clients updated and interpret relevant UK and EU legislation in the areas specified.

· Good organisational skills and ability to manage conflicting priorities to deadlines.

· Ability to organise and manage own work and to lead and develop more junior staff.

· Ability to prioritise to ensure deadlines are met.

· Able to use Microsoft Office competently including production of own documents in Word and use of Outlook for email.
· Experience of working with computerised case management systems

	E
E

E

E

E

E

E

E

E

E

E

E

D
	Interview
Interview/ work-based test

Application form/ Interview/Work- based test

Interview

Interview/Work-based test

Application form/ Interview

Application form/ Interview/Work-based test

Interview

Application form/ Interview/Work-based test

Application form/ Interview

Application form/ Interview/Work-based test

Interview/Work-based test

Interview

	EDDC 
Behaviours 
	· Simplicity in communication – you communicate relevant and complex information regularly and effectively.  You also summarise information to make it understandable and check for understanding.

· Systems thinking and excellence in service delivery – you use available information systems and measures when working to achieve outcomes.  

· Trust and respect – you are respectful and considerate and you listen carefully to others showing that you respect and value their input.

· Accountability – you take personal responsibility for delivering services and you plan your own workload to meet your objectives.  You also use your own initiative to solve problems and inform others when you are aware of potential issues.

· Working together – you work together with colleagues and customers; and take the time to build effective working relationships 
· Excellence in leadership – you live the Organisation’s values and lead by example by demonstrating the corporate behaviours.

	E
E

E

E

E

E


	Application form/ Interview

Application form/ Interview

Application form/ Interview

Application form/ Interview

Interview/Work-based test

Interview



	Successful experience in 
	· Working with clients/client officers and external parties to deliver property transactions in a lawful, timely and efficient manner.

· Providing advice and acting in property transactions  

· Working within a team environment to assist other members of the team where appropriate

	E
E

E
	Interview/Application form
Interview/Application form

Interview/Application form



	Special requirements & employee screening checks required for successful applicant
	· Able to attend evening meetings and meetings in East Devon and in other locations as requested.

· A valid driving licence and own car are essential (reasonable adjustments may be possible according to the Equality Act).

· Right to work in the UK 

· Check of qualifications essential  to the Job

· References 

· Standard Disclosure Certificate 

 
	E

E
E

E

E
E

	Interview

Interview/driving licence check

Identity Check

Original Certificates

Reference enquiries

Criminal Record Check 


East Devon District Council is committed to providing access, aids, adaptations and alternatives wherever possible and reasonable adjustments to enable disabled people to fulfill the criteria for, and undertake the duties of its jobs.

RISK ASSESSMENT PROFILE

JOB TITLE: 
Property Lawyer
POST NO’s: 
02053
SERVICE: 
Governance & Licensing
This role has been assessed for risk and the following table highlights the demands of the role and the level of risk that may be prevalent in the job when carrying out normal day to day activities.  The following key has been used to provide a guide.

	Level 1 
	Seldom or never
	Level 4
	Regular  (2-3 times per week)

	Level 2 
	Occasionally (once a month) 
	Level 5
	Daily

	Level 3 
	Fairly regularly (1 per week)
	
	


	 Potential Risks / Hazards / Exposures 
	Level of Frequency

	Computer Use 
	5

	Driving (Car) 
	4

	Driving (HGV / LGV) 
	1

	Driving Workplace Transport (FLT, Excavators, Dumpers, Loaders) 
	1

	Prolonged sitting / standing 
	4

	Exertion (other than lifting) 
	1

	Lifting 
	1

	Manual handling / repetitive movement (bending, twisting, reaching) 
	1

	Customer contact / Working with the public 
	2

	Face to face contact with abusive customers 
	1

	Lone working 
	1

	
Night working (3 hours or more between 11pm and 6am) 
	1

	Shift working (rotational) 
	1

	Use of chemical and/or skin irritants 
	1

	
Head phone use / auditory performance / noise 
	1

	
Hand arm and/or use of machinery vibration / noise 
	1

	Outside working / inclement weather / sun 
	1

	Working at height: 

· short durations (step ladders / other access equipment) 

· roofs / scaffolds / mobile elevating work platforms 
	1

1

	Working in confined spaces 
	3

	Bodily fluids 
	1

	Infectious diseases 
	1

	Asbestos 
	1

	
Dust / fumes / vapours 
	1

	Working with animals 
	1

	Other – Specify 
	


The document was completed/reviewed by Director of Governance & Licensing in April 2022
�  Any posts identified in levels 2-5 be eligible for a night worker health assessments (baseline and review)  


�  Any post identified in levels 2-5 will require a hearing test if decibel levels are above 80 (for further guidance check with the H&S Officer)  


� Any post identified in levels 2-5 will require a hand arm vibration screening test  


� Any post identified in levels 3-5 will require low key health surveillance (refer to COSHH Assessment and check with H&S Officer / Human Resources for further guidance from Occupational Health)  





