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OADBY AND WIGSTON BOROUGH COUNCIL
JOB DESCRIPTION
	
	POST TITLE:
	Solicitor / Legal Executive
(Career Graded Post)
	

	
	POST NO:
	1204
	

	
	SECTION;
	Legal Services  
	

	
	GRADE:
	Band 7-8   Scale Points 24-31
	

	
	DEPARTMENT:
	Law and Democracy 
	

	
	RESPONSIBLE TO:
	Head of Law and Democracy / Legal and Democratic Services Manager
	

	
	
	
	


JOB CONTEXT:
1.
The role principally involves work of a commercial and non-contentious nature i.e. contracts / leases, conveyancing, prosecutions in the Magistrates’ Court and conducting litigation and advocacy in the County Court on all aspects of the Council’s work.
2. Work in conjunction with the Head of Law and Democracy and the Legal and Democratic Services Manager to ensure strategic objectives are met and to ensure compliance with statutory duties.
3. Responsible for the delivery of cost  effective legal services under the direction of the Head of Law and Democracy and the Legal and Democratic Services Manager in accordance with corporate objectives, service delivery plans, performance management systems and approved budgets.

4. Promote and maintain a culture which places customers first and aims to deliver a high standard of service.
MAIN DUTIES AND RESPONSIBILITIES:
1. Provide assistance to the  Head of Law and Democracy and Legal and Democratic Services Manager in providing advice and assistance on all legal matters in connection with any of the Council’s services, including:

a) preparation and conduct of litigation, including sundry debt recovery, housing possession proceedings, anti social behaviour orders, Magistrates’ Court prosecutions on, for example, taxi licensing, environmental issue and licensing appeals;
b) property and land transactions;
c) preparation of contracts, deeds and other legal documents;
d) legal research;
e) implementation of policy and legislation;
f) to act as clerk to standing and regulatory committees, especially the planning and licensing committees and the legal advisor / legal representative to Council committee hearings, especially licensing sub-committee hearings.
2. Assist with committee administration, servicing of committees, licensing, electoral and emergency planning duties as required.
3. Assist the Head of Law and Democracy as Monitoring Officer and the Deputy Monitoring Officer  in matters of corporate governance as directed.
SERVICE SPECIFIC ACTIVITIES:

1. Participate in multi-disciplinary teams, project teams and working groups as required including training events for Officers and Members.

2. Prepare and present reports to Committee as necessary.
3. Support the Head of Law and Democracy as necessary with corporate functions.

4. Ensure comprehensive procedural manuals are established and maintained, which are capable of providing guidance to any Officer requiring it.

5. Participate in the selection and appointment of Law and Democracy staff, as required, in accordance with the Council’s Equal Opportunities Policy.

6. Identify, plan and implement training programmes as required. 
RESPONSIBILITY FOR RESOURCES:

The postholder will be required to ensure that any data systems under his / her control are kept secure and properly managed.

KEY FUNCTIONAL LINKS WITH:

Internal:
All employees of the Council and Elected Members. 

External:
Residents of the Borough the General Public, other Local Authorities, external suppliers and consultants, and other external bodies, partnerships and organisations as required.
WORKING CONDITIONS AND ENVIRONMENT

1. The post is situated within the Main Council Offices at Station Road, Wigston.  However you may be required to work from other sites and places within the Borough where your professional attendance is required.
2. The post holder may be required on occasion to work outside normal working hours to attend meetings or other occasions when your professional attendance is required. This will be reimbursed as time off in lieu. 
3. The post is designated a casual car user allowance.
4. The post is permanent.
ADDITIONAL REQUIREMENTS

1. This job description outlines the main duties of the post but does not exclude other duties, which may be undertaken to ensure the efficient operation of the department.  Other duties required will be consistent with those listed above and appropriate to the title and grade of the post.

2. Ensure equality of opportunity for all people, in service provision and in employment, and to work in a non discriminatory manner in accordance with the Council’s Equal Opportunities Statement.

3. Comply with the provisions of the Data Protection Act 1998, the Computer Misuse Act 1990, Human Rights Act and the Freedom of Information Act 2000, or any amendment or any statutory re-enactment thereof at all times.

4. To take all necessary steps in order to ensure that information acquired through their employment or contained within the Council is kept confidential.

5. This job description is a record as at the date below.  Any changes to the job description will be carried out in consultation with the post holder, who will be expected to participate fully in such discussions.  It is the Council’s aim to reach a mutual agreement to reasonable changes but if this is not possible the Council reserves the right to implement reasonable changes to the job description after consultation with the post holder.

6. Carry out all duties outlined above in accordance with all Council Policies and procedures.

I have read and accept the above.

	SIGNED:
	
	
	DATED:
	
	


April 2022
