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PERSON SPECIFICATION

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


QUALIFICATIONS/TRAINING:

It is essential that the postholder:		
	
· A good level of education to at least GCSE standard (or equivalent)
including English and Maths at Grade ‘C’ or above				

It is desirable that the postholder has:	 
	
· Further or higher educational qualifications, preferably with a legal element
· Evidence of continuing professional development
	

EXPERIENCE/KNOWLEDGE:		

It is essential that the postholder has:	

· Experience of office systems, including the use of computer applications such as the MS Office suite 
· 6 months experience of working within an office environment

It is desirable that the postholder has:

· Previous experience of or awareness of Local Government or other public sector environment
· Experience of use of an electronic case management system


SKILLS AND ABILITIES:

It is essential that the postholder has:	

· An attention to detail and accuracy
· Good oral and written communication skills
· An ability to prioritise workload and work in a self-disciplined manner and within tight deadlines over a sustained period and with minimal supervision
· A dynamic and flexible attitude in their approach to work particularly, where there are Court deadlines
· A good telephone manner
· Good keyboard skills
· An ability to think logically and flexibly to solve problems.
· An ability to stay calm under pressure
· An ability to handle distressing material in a sensitive and confidential manner
· Demonstrated they are a team player
· Initiative
· Good numeracy skills
· The ability to question, check or query as appropriate.
· A pragmatic approach and can be innovative, where appropriate.


ADDITIONAL FACTORS:

It is essential that the postholder has:	

· A commitment to operate within a customer focused environment
· Is highly motivated, committed and willing to persevere.
· Presents a smart, professional, positive and acceptable image of the Division/Council to both internal and external contacts.
· Maintains personal and professional development to meet the changing demands of the job, participate in appropriate training activities.
· Able to work remotely, with access to good broadband connection.
· Is able to travel with private transport to various external meetings/venues/Court, often at short notice and in response to tight timescales.

It is desirable that the postholder has:

· An interest in law or an associated discipline
· Enthusiasm and potential for a successful career within local government.
· Has an understanding of, and empathy for, the local government democratic process
· Copes well with change.
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