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Job Description
Section A: Job Profile
The job profile outlines key information relating to the salary and working conditions e.g., location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details

	Job Title:
	Paralegal – ASC, SEND and Education£38,220 - £40,777


	Salary:
	

	Grade:
	

	Hours:
	37 per week. We are open to discussions about flexible working.Grade 10


	Team:
	Legal & Governance

	Service Area:
	Legal Services

	Location:
	County Hall, Oxford OX1 1ND (or any other council building) / hybrid / flexible


	Budget responsibility:
	None

	Responsible to:
	Principal Solicitor

	Responsible for:
	None

	Political Restricted Post:
	No


Job Purpose
To act as a fee earner in legal services primarily assisting solicitors/lawyers and other more senior fee earners with the conduct of legal cases. This position is an important one within a legal team as the individual will develop and utilise their understanding of the law to support more senior fee earners.
The role can be used as a stepping stone in qualifying as a solicitor/CILEX Lawyer/Fellow CILEX.

Job Responsibilities
This is a bullet point list of the main duties or tasks that the post holder will be expected to undertake. The jobholder will be expected to complete the responsibilities/accountabilities effectively in order to deliver the key objectives of the organisation:



The role delivers a wide variety of activities including but not limited to:
· To carry a caseload of varied legal work commensurate with skills and experience, in connection with the work of Legal Services, under supervision, and to be responsible for the completing of all aspects of the task in accordance with good legal practice and client service specification.
· The post holder will be appointed to a nominated team for the purposes of undertaking this role and will be responsible to the Senior Solicitor for the nominated team.
· The post holder will be required to undertake other duties connected with the provision of legal services to the Council as determined by the Director of Law and Head of Legal and Governance Services.
· To undertake amongst other things the following specific tasks under appropriate supervision in conjunction with the solicitor handling the case:
· Prepare court forms and support the issue of proceedings.
· Use IKEN / Case Lines court bundling and IKEN case management system as main operational system for delivering function and operate as superuser
· Liaise with solicitor in obtaining instructions and advising on appropriate matters.
· Deal with miscellaneous correspondence and queries.
· Preparing and advising on legal documents, including advice, and court papers
· Prepare instructions to counsel.
· Attend court with counsel, as required.
· Report to solicitor/lawyer case holder after court hearings.
· Oversee and assist legal assistants in the preparation of court bundles and in the operation of any court bundling system including delivering documents to court as and when necessary.
· To prepare and/or assist in the monthly preparation of statistics.
· Comply with all Data Protection Security protocols
· Liaising with the Practice Management team to ensure actions are progressed in a timely fashion
· To undertake as required legal research and to prepare appropriate advice on the results of such research.
· To attend Court, Tribunals and Inquiries, case conferences, experts and professionals’ meetings to assist the solicitor/lawyer case holder as appropriate.
· As the individual becomes more experienced represent the Council in relation to simple and/or non-contentious matters where appropriate
· To develop and maintain office standards, procedures and systems.
· Organising and attending any meetings required and where needed, take minutes at meetings/conferences.
· To bring to the attention of the Principal Solicitor/Lawyer and / or Senior Solicitor / Lawyer any matter of which they, the Head of Legal and Governance Services or the Council’s Monitoring Officer should be aware.
· To undertake such other duties, including 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 Council’s Health and Safety Policy.
· 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

Our Values
Our organisational values underpin everything we do and say and are supported by policies, processes and guidance. In short, our values describe ‘the way we do things here’ so that we deliver great services for our residents. Our values are:
· Always learning
· Be kind and care
· Equality and integrity in all we do

· Taking responsibility
· Daring to do it differently
Everyone that works for us demonstrates their commitment to these values. We will ask you to demonstrate your commitment to these values, and their associated behaviours, throughout the application process.

Section B: Selection Criteria/Person Specification
This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have to perform the job.

Each of the criteria listed below, and your commitment to our values, will be measured through the application form/CV (A) and optionally one or more of the following - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below.

	Essential Criteria
	Assessed By:

	
· A command of written and spoken English which is appropriate for the effective performance of the role, ability to produce high quality, accurate work to deadlines.
· Demonstrate good and effective communication and interpersonal skills.
· Work effectively as an individual on own initiative and as a member of a team and with staff at all levels within the Service, Directorate, Council and other organisations.
· Demonstrate good organisational skills and ability to manage and prioritise own workload, and producing and administering correspondence and documentation to a high standard.
· Ability to follow and work to standard office procedures, Microsoft applications and data bases and familiarisation with Case Management
Systems and/or data entry, including demonstrating accurate keyboard skills.
· Demonstrate confidentiality required to handle complex and sensitive legal matters
· Manage own caseload under supervision and working to deadlines and under pressure and demonstrating ability to think logically and innovatively to solve problems.
· Ability to research quickly in unknown areas of law, learn new areas of law.
· Demonstrate concise and assertive communication skills, both oral and written, excellent drafting skills, including ability to communicate with people at all levels including management, officers, members of the public and court officers.
· Experience working within a legal practice/in house legal department
· [bookmark: _Hlk220328478]Exemplify inclusive working practices and behaviours
	A/T/I/P
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	Minimum Education requirements

· Qualified Paralegal; or 
· L3 Paralegal Certificate; or 
· Legal Practice Course, BVC or SQE completed; or 
· Graduate member of CILEx
And 
· Experience working within local government / public sector legal / regulatory environment

	A

	
	

	Desirable Criteria
	Assessed By:

	Experience working within other local government/public sector legal environment.
	A

	
	

	
	


Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks
Additional pre employment checks specific to this role are identified below (those ticked).

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	☐
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	
	Professional Registration (as appropriate)

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring

	
	· Other (please specify):	Minimum education requirements outlined above.



Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	
	Restricted postural change – prolonged sitting

	☐
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	
	Significant use of computers (display screen equipment)
	☐
	Work with vulnerable children or vulnerable adults

	
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	☐
	Face-to-face contact with members of the public

	☐
	Other (please specify):
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