Job Description 

	Job Title:
	Head of Legal Services and Deputy Monitoring Officer 

	Service:
	Legal Services 
	Directorate:
	Resources

	Post No:
	TBC
	Grade:
	M (to include allowance for DMO)

	Responsible to:
	Assistant Director of Law and Governance
	Responsible for:
	Manager, Principal Lawyers & others 

	

	Key Objectives:

	1
	To manage the Council’s Legal, Information Governance and Democratic Services teams within the wider Resources Directorate.

	2
	To ensure customer-centric, cost-effective, high-quality, and timely legal support to the council.

	3
	Manage and develop the Law and Governance Service to ensure its fitness for purpose and the effective delivery of services. 

	4
	To work closely with the Monitoring Officer to ensure the leadership and operational delivery of the council’s Law and Governance functions, including company governance.

	5
	Monitor and continuously assess all legal risks and develop strategies to mitigate those risks.

	6
	Work closely with the Legal Services Operations Manager to provide a holistic legal function by implementing initiatives and processes to set standards and reinforce a culture of integrity, quality, ethical behaviour, and responsibility across the Council.

	7
	To act as a Deputy Monitoring Officer and deputise for the Monitoring Officer as required.


	Principal Duties and Responsibilities:

	1
	Oversee and provide leadership to the Legal, Information Governance, Democratic, and Elections Teams and work closely with the Procurement Team and wholly owned companies.

	2
	To ensure the provision of high-quality legal advice and democratic and elections support across all functions of the Council. 

	3
	To oversee the work of the Legal service, including implementing efficient systems and processes for allocating work, monitoring workloads and auditing files. To assist the Assistant Director in legal work, including conducting all aspects of Monitoring Officer functions and constitutional advice.

	4
	To assist in the development and motivation of staff, including conducting performance/development reviews and considering and authorising appropriate training

	5
	To ensure that the service is responsive to the needs of the Council and its departments/directorates, keeping directors and the relevant business functions updated on any relevant legal and regulatory changes they may need to be mindful of.

	6
	Establish and maintain contact with the Council’s external solicitors to establish good working relationships and support risk management.

	7
	To work co-operatively across SMTs in pursuit of the Council’s objectives

	8
	To manage, monitor and report on Legal and Democratic Services, service delivery and service objectives 

	9
	To be fully aware of the Health and Safety responsibilities to you and all staff

	10
	Maintain personal professional competence, e.g. through CPD

	11
	Attend Council, committee and working group meetings to provide legal and procedural advice as required.

	12
	To work alongside the Management Team in developing, implementing, and managing the Service Plan and Service Level Agreements with clients, including liaison with clients at a senior level, handling complaints and reporting, and identifying and delivering client needs.

	13
	To keep abreast of developments in law, democratic processes, elections, and governance affecting the public sector, seek areas for improvement, and develop ideas for innovatively delivering legal services. 

	14
	Conduct diligent research into legal issues and recommend revisions across various legal documents and agreements.

	15
	Any other duties as requested by the Assistant Director of Law & Governance. 




PERSON SPECIFICATION
	
	Essential
	Desirable

	Qualifications 
	1. 
	Qualified Solicitor, Barrister or Fellow of the Institute of Legal Executives or equivalent experience
	Experience in Planning and one or more areas from governance, contracts, commercial and procurement law, litigation, property

	
	2. 
	Continuing professional development and/or management development. Management Qualification
	

	Experience


	3. 
	Experience in Local Government or another sector management
	Experience in running a legal services function

	
	4. 
	Experience in contentious or non-contentious legal work, in at least two key areas of planning, litigation, property and information governance
	Experience with Code of Conduct investigations, constitution work, corporate governance, and decision-making

	
	5. 
	Practising Solicitor or Barrister or FILEX 
	Experience in Information Governance 

	
	6. 
	Managing and motivating a small and dedicated team.
	

	
	7. 
	Experience in a management position responsible for budget, staffing and organisational responsibility.
	

	
	8. 
	Previous relevant public sector experience advising at the corporate level, preferably within a local authority.
	

	
	9. 
	Previous experience of advising Council members and willingness to attend evening committee meetings up to once a week
	

	Knowledge


	10. 
	Knowledge in two or more of the areas covered by the team 
	Suitable up-to-date working knowledge of all the areas of law covered by the team. Other areas of law relevant to a local authority.

	
	11. 
	
	Knowledge of current management issues affecting local authority legal services.

	Skills
	12. 
	Ability to communicate, negotiate, and influence at a senior managerial level with a range of audiences, including elected members.  
	Demonstrate ICT skills sufficient to maximise the use of software applications and contribute to developing current software systems.

	
	13. 
	Comprehensive management skills and experience in managing and supporting staff
	

	
	14. 
	Ability to produce precise, concise and persuasive written reports and briefings on complex issues.
	

	
	15. 
	Good analytical skills and ability to produce and interpret statistical and performance information.
	

	
	16. 
	Ability to work under sustained pressure, manage competing priorities, and adapt to changing circumstances to deliver on various projects.
	

	
	17. 
	Ability to understand and manage budgets and demonstrate business acumen.
	

	
	18. 
	Creative, innovative thinking.
	

	Other attributes
	19. 
	Ability to operate successfully in a multi-disciplinary and multi-functional environment.
	

	
	20. 
	A positive and motivational approach to staff management
	

	
	21. 
	Ability to remain calm under pressure.
	

	
	22. 
	Flexibility to occasionally work outside of regular working hours.
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