[image: ]	

JOB DESCRIPTION

Post Title:				 Legal Clerk – Adults, Education and Debts Recovery
Directorate & Section/Unit:	 Chief Executive’s Unit (Legal Governance)
Salary Grade:                                	Scale 2/3
Reporting to:	Principal Solicitor Adult Social Care, Education and Debt Recovery
Responsible for:	N/A
Number of Direct Reports: 	 0
Supervisory Responsibility for: 	0
WCC Management Level:		 Frontline


Our People Values:

To uphold and act in accordance with Worcestershire County Council's values;

· Customer Focus – Ensure delivery of a high-quality service which meet the needs of customers
· Can Do Culture – Be proactive to achieve excellence, finding solutions and creative ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making, ensuring services are responsive

Purpose of job:

· To provide clerical and administrative support principally to the Adults, Education and Debts Team, but also to the rest of the Division as needed.
· To Contribute to the delivery of effective and efficient legal services within the Adults, Education and Debt Recovery Legal Team with an emphasis on successful recovery of debt to meet the business objectives and deliver value for money outcomes both for the Client Directorates and the Legal and Governance Division.
· Develop and implement innovative approaches to deliver effective solutions to secure the desired outcomes
· To robustly evaluate and challenge external suppliers of legal services, e.g., experts, counsel etc.  to ensure that they are deliverable and represent best value to the Council.

Main Activities & Responsibilities:	
Generic Accountabilities:	

· To maintain personal and professional development; to meet the changing demands of the job, participate in appropriate training. 
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy
· Working with some vulnerable children, young people and adults can, at times, be emotionally challenging for which appropriate support will be provided through management supervision. The post holder must be able to deal with such mental demands.

Responsibilities, duties and task:

· To assist in the provision of a comprehensive legal service to the County Council assisting solicitors and/or legal assistants in a wide range of highly complex commercial, contractual consumer and statutory debt recovery cases, on behalf of all of the Council’s Directorates 

· To prepare and produce, under appropriate solicitor or legal assistant supervision, bundles of documents for legal proceedings across Adults, Education and Debts and to deliver such bundles to Court where necessary.

· To write letters and answer telephone enquiries and prioritise the urgency of such calls and action in an appropriate manner.
 
· To maintain diaries, both electronic and paper as appropriate.

· To undertake all necessary office administration such as operating an electronic case management system, filing, photocopying, emailing, printing and preparation of correspondence and enclosures.

· Use the adopted case management system to record and upload all correspondence, instructions, and communications in relation to case work and to record time.

· To assist with the preparation, collation and distribution of documents and information, as appropriate.

· To receive visitors and deal appropriately with their enquiries.

· To maintain records and arrange meetings.

· To contribute to the development of office procedures, systems and practices.

· Under appropriate solicitor supervision, to process Orders received from Court, issue applications and to file and serve legal documents.

· To arrange meetings and book meeting rooms using the electronic booking system and diarise. 

· To undertake the production of monthly and quarterly statistics for solicitors as and when necessary.

· To review and update case tracker spreadsheets to ensure up to date and accurate information is recorded in respect of case files held by the Adult Social Care, Debt and Education Team, the status of such matters/proceedings and any other pertinent information as is required.  

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.

· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.

· To undertake health and safety duties commensurate with the post and/or as detailed in the Directorate’s Health and Safety Policy.

· To take all reasonable steps to ensure appropriate confidentiality and compliance with data protection principles and the GDPR

Contacts:

· [bookmark: _Hlk26272383]In all contacts the post holder will be required to present a good image of the Commercial & Change Directorate and the Council, as well as maintaining constructive relationships.

· Internal contacts: Elected Members, Strategic Directors, Directors, Assistant Directors, Senior Managers, Management Teams, Managers & Staff across all directorates, School Governors, Head Teachers, Teachers, Support and other school-based staff.

· External. contacts: District & County Councils, Government Agencies & Departments, NHS, Clinical Commissioning Groups, Healthcare Professionals, Police, Fire, Probation Service, Educational Settings, Suppliers, Contractors, Service providers, Statutory and Voluntary Organisations, service users, clients, customers, parents & pupils, members of the public, volunteers       

Additional Information:	
· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council's Equal Opportunities Policy.
· Reasonable adjustments will be considered as required by the Equality Act 2010
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