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	Competency Based Job Profile                                                                 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: 
Legal and Democratic Services
	SERVICE GROUP: 
Social Care

	POST TITLE: 
Legal Assistant 

(Social Care) 
	REPORTS TO: 
Team Leader 
(Social Care)

	GRADE: 
BAND 5/6/7
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To assist the Team Leader, Deputy Team Leader, Senior Legal Officers and Legal Officers in the provision of high quality professional legal services for the Children’s Services and Adult and Community Services Directorates, primarily in relation to social care law, safeguarding and procedure concerning children and vulnerable adults.

	Main Responsibilities of Post: 

	The postholder will work within guidelines laid down by the Team Leader and within established procedures, but within these parameters will be responsible for the day to day progress of routine matters.  

The postholder will have contact with officers within the client departments of the Council, private practice Solicitors/Barristers, staff and managers of other agencies such as the Courts, Police, Health NHS Trusts. 

The postholder contributes to and assists the formulation and implementation of new policies/procedures.

The main duties of the post are 

1
Legal Proceedings 


Supporting Senior Legal Officers and Legal Officers in progressing proceedings in compliance with the Children Act 1989, the Adoption and Children Act 2002, the Care Act 2014 associated Regulations, Practice Directions, Statutory Guidance, and the Public Law Outline.  The cases involve multiple parties and are all sensitive, confidential and potentially emotionally demanding in nature. Some are highly complex.  The role involves prioritising and meeting planned but also unexpected urgent court deadlines and includes :

(a) The preparation/updating of bundles of documents for use in court. Providing Bundles for the Judge, Witness and Client. Maintaining and updating the Court Bundle at different stages throughout the proceedings and serving other parties with an updated index and documents as required. 

(b) Obtaining records from third parties in respect of disclosure issues including Police, and Health Practitioners. Editing to remove third party and/or identifying information.  Collating and distribution.  

(c) Obtaining witness availability and making arrangements for witnesses to attend at Court.

(d) Interviewing and drafting witness statements from Social Workers and others such as Health Visitors and Foster Carers.
(e) Attending Court, pre-hearing conference, advocate meetings with counsel and the carrying out  tasks arising from these  within strict time constraints. 

2
Court Liaison

(a) Liaising between Social Care, legal staff and court staff as appropriate, to prepare, process and serve (or arrange service) of court applications. 

(b) Maintaining and monitoring systems recording court fees, and statistics. 

3
Administration


To help provide administrative support to the team including opening and closing files, photocopying, scanning and faxing, preparing routine correspondence and dealing with routine enquiries. 

4
Other Duties


Within the post holder’s capability, to: carry out any other duties as required in the team; to assist in the provision of legal services within Legal Services; to assist other public authorities within the West Yorkshire area. 


	Structure


Provides the legal service to the Children’s Services and Adult & Community 

Services Directorates

	Special Knowledge Requirement. (Will be used for Shortlisting)

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential

	Due to the Governments Fluency in English Duty for posts where
employees speak directly to members of the public the post holder is
required to meet the Advanced threshold level (which will be implemented where the post requires a greater level of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview:
a) Can express themselves fluently and spontaneously , almost
effortlessly
b) Only the requirement to explain difficult concepts simply hinders a
natural smooth flow of language
	X

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of work
	X

	Uses a range of complex IT packages relating to area of work
	X

	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	X

	Knows and understands how to use, interpret, handle and communicate information
	X


	Relevant experience requirement: Will be used for shortlisting

	One year’s experience in a legal environment undertaking routine legal work including drafting documents, dealing with clients, dealing with correspondence and assisting fee earners.

	Relevant professional qualifications requirement: Will be used for shortlisting

	NVQ Level 2, GNVQ intermediate, RSA diploma, City and Guilds craft or part 2 BTEC general or first diploma, GCSE/O levels grades A*-C

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management
Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.

	Communicates Effectively 

Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 
Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 

Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face.

	Working Conditions: 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	Management may require that a Disclosure and Barring Check or similar be carried out as part of the recruitment process..

	Compiled by: 
Dermot Pearson
Date: 16 March 2015
	Grade Assessment Date:


	Post Grade:  Band 5-7

	For HR use only
	SAP Input Date
	Name of Data Inputter 
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