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Purpose of the Post

The Senior Solicitor is responsible for all aspects of the day-to-day casework management at North East Law Centre (NELC). Working within appropriate delegations from the Centre Director and the Deputy Centre Director, the post holder ensures that the Law Centre provides quality assured services that meet its charitable purposes. The Senior Solicitor ensures that issues of risk and compliance are properly managed and that the Centre is an exciting, innovative and enjoyable place to work.

In addition to managing their own legal caseload, the Senior Solicitor will have responsibility on a day-to-day basis for ensuring the supervision and line management of the centre’s caseworkers in every category of funded casework.  They will take overall responsibility for ensuring that the delivery of the Centre’s legal service complies with the Law Society, IAA and SRA professional standards, funding conditions and the Law centre’s policies.  

Responsibilities and Duties

Line Management and Supervision
1. To ensure that all caseworkers receive appropriate supervision and to ensure that all regulations and codes in relation to practice and conduct, including financial, are complied with, particularly requirements of the Law Society, IAA and the Solicitors Regulation Authority, across all categories of legally aided and funded work
2. To ensure that all incoming and outgoing communication is checked each day-to include telephone, email and post
3. To ensure that the casework section of the staff handbook is kept updated and followed.
4. To ensure records of IFR’s are kept up to date and that action is taken to address poor performance
5. Ensuring all staff maintain the appropriate level of qualification to ensure their continued registration with the relevant professional body (i.e. SRA, IAA etc)

Casework
1. Managing own case load to required standards of efficiency and quality
2. Supporting the Deputy Centre Director with private fee-paying client work when required
3. Meeting personal casework targets

Compliance and Quality Assurance
1. To ensure the Lexcel standard are implemented and maintained
2. To liaise with and provide the Legal Aid Agency (LAA), Law Society, IAA and SRA and other funders or regulatory bodies as required.
3. To oversee the regulatory aspects of supervisory management

Breaches and Complaints

1. Monitor and assess the levels of client satisfaction and complaints to ensure
that NELC takes appropriate steps to maintain its reputation and to minimise
its risks.
2. Work with the Board to investigate any complaint about the quality of work or
compliance with the SRA, LAA or other rules and to:
· Respond to the complaint;
· Where fault is discovered, review and implement systems to ensure that the same issue is less likely to occur in future.

3. Monitor breaches and determine whether any breach should be reported to the SRA, LAA, OISC or ICO, and to work with the Board in preparing any such report.

4. Support the Law Centre’s response to any claims against it.

5. Review annually the operation of the complaints procedure and to report back to the Board.

Social Policy/Equal Opportunities

1. Be aware of social policy implications of issues presented by clients and take appropriate action to influence social policy in regard to these issues.

2. Have regard at all times in the planning and execution of duties to NELC’s Equality and Diversity Policy.

Business Development
1. Working with and supporting the Business Support Manager as required, particularly in the area of casework delivery and performance.

North East Law Centre is committed to equality of opportunity for all staff, and applications from individuals are encouraged regardless of age, disability, sex, gender reassignment, sexual orientation, pregnancy and maternity, race, religion or belief and marriage and civil partnerships.

We are a disability confident employer. All applicants with a disability, who meet the minimum essential short-listing criteria are guaranteed an interview. If this applies to you, please email us the attached equal opportunities




			


Person Specification
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Job Title:	Senior Solicitor



	Criteria
	Essential/Desirable

	
1. Skills/Abilities/Knowledge/Experience
This section specifies the skills, abilities and knowledge the postholder must have to perform satisfactorily.

	

	Qualified immigration solicitor at OSIC level 3/IAAS Senior Supervising Caseworker
	Essential 

	Five years post qualifying experience as a solicitor
	Essential

	LAA Supervisor Accreditation

	Essential

	Experience of supervising casework staff and files
	Essential

	Knowledge of the Solicitors Code of Conduct
	Essential

	Knowledge of Solicitors’ Accounts Rules
	Essential

	Knowledge of Legal Aid Agency funding/administration

	Essential

	Experience of managing staff and dealing with personnel or performance management issues, over and above LAA supervisor standard (e.g. performance or capability)
	Essential

	Experience of private fee-paying casework
	Essential

	Strong leadership and interpersonal skills
	Essential

	Advanced customer service skills
	Essential

	Good communicator – written and oral including presentation skills
	Essential

	IT and computer skills
	Essential

	A demonstrable commitment and passion for social justice and awareness of access to justice issues
	Essential

	previous experience working in either a Law Centre or not for profit organisation
	Desirable

	Delivering Training
	Desirable

	Experience of working with diverse funders 
	Desirable

	Project management Skills
	Desirable

	Experience of working in partnership with stakeholders
	Desirable

	Experience of working with community-based organisations
	Desirable

	Experience of working with vulnerable clients and minority groups
	Desirable





	
2. Other
This section specifies other factors which are necessary.

	

	A commitment to quality of service. 
	Essential

	An understanding of the need to work with integrity and confidentiality
	Essential

	Ability to manage conflicting demands, meet deadlines and work as part of a team and independently when required 
	Essential

	Willingness to travel for work throughout the North East 
	Essential



	
3. Equal Opportunities
It is essential that the postholder is willing to work in accordance with existing Equality policies and codes of practice
	
Essential






North East Law Centre
Application Form

The Law Centre is committed to promoting equal opportunities
Information on this front page will not be seen by the recruitment panel when shortlisting

Return completed application forms to recruitment@nelawcentre.co.uk

	Contact Details

	Name:
	    

	Address:
	

	Tel no:
	
	Mobile no:
	

	Email:
	

	How did you find out about this post?
	




Referees

Please provide the name, address and telephone number of two referees, one of whom should be your current or most recent employer, if possible.  Please state the capacity in which you are known by each referee. References from family and friends and open references are not acceptable.  

Please let us know if you do not want us to contact your current employer.

	Referee 1:

	Name:
	  

	Address:
	    

	Tel. No:
	   
	Email:
	

	Relationship to you:
	  

	Referee 2:

	Name:
	    

	Address:
	    

	Tel. No:
	    
	Email:
	

	Relationship to you
	   

	Period of notice: If successful how much notice do you need to give in your current post?
	  

	If you were employed by North East Law Centre, would you be employed/self-employed in any other capacity?
	    

	If yes, please give details
	     

	Please give details of any spent or unspent convictions (this post is exempt from the Rehabilitation of Offenders Act due to the nature of the work involved)
	

	If yes, please give details
	     



Please note:  Canvassing of members of the Law Centre Board of Trustees either directly or indirectly for the appointment is prohibited and shall, if the appointing committee so declare, disqualify the candidate for the appointment.  The withholding, falsification or omitting of relevant information by a successful candidate are grounds for disciplinary action being taken by the Law Centre Board of Trustees.

To the best of my knowledge and belief, the particulars given on this form are correct and complete.

	Signature:
	   
	Date:
	    





Employment History

Please refer to the background information and job description carefully.  If you need more space please use the reverse of the pages or additional sheets.  Please note that assessment of candidates will be made on the basis of answers to the questions on the application form, and no account will be taken of CV’s.

Please list below your work over the last 5 years (paid and unpaid):

	Job 1:  (paid or unpaid)

	From
	 
	To
	
	Job title
	

	Name & address of employer
	

	Reason for leaving
	    


	Description of duties
	





	Job 2:  (paid or unpaid)

	From
	 
	To
	
	Job title
	     

	Name & address of employer
	    

	Reason for leaving
	


	Description of duties
	     





	Job 3:  paid/unpaid

	From
	     
	To
	     
	Job title
	    

	Name & address of employer
	    


	Reason for leaving
	  


	Description of duties
	









Training history
Please give details of any relevant training you have undertaken, including any relevant short courses

	Training
	Dates

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     




Further/Higher Education & Qualifications
Please list any relevant academic, professional or vocational qualification

	Course 
	Qualification
	Date

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



























Supplementary information

Please provide information about your skills, knowledge, experience and expertise, which demonstrates clearly how you meet the requirements of the person specification for this post giving casework examples where possible. You may continue on additional sheets if necessary.


















































Equal Opportunities Monitoring Form

North East Law Centre wants to meet the aims and commitments set out in its equality policy. This includes not discriminating under the Equality Act 2010, and building an accurate picture of the make-up of the workforce in encouraging equality and diversity. 

The organisation needs your help and co-operation to enable it to do this, but filling in this form is voluntary. The information provided will be kept confidential and will be used for monitoring purposes.

If you have any questions about the form contact Rachel McPeake.


Gender: Male 🗆 Female 🗆 Intersex 🗆 Non-binary 🗆 Prefer not to say 🗆

If you prefer to use your own gender identity, please write in:

Is the gender you identify with the same as your gender registered at birth?
Yes ☐ No ☐ Prefer not to say ☐


Age  16-24🗆     25-29🗆    30-34🗆     35-39🗆     40-44🗆     45-49🗆     50-54 🗆 

55-59🗆     60-64🗆     65+🗆     Prefer not to say🗆


What is your ethnicity?
Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box.

Asian or Asian British

Indian 🗆     Pakistani 🗆     Bangladeshi 🗆     Chinese 🗆     Prefer not to say 🗆

Any other Asian background, please write in:

Black, African, Caribbean or Black British

African 🗆     Caribbean 🗆     Prefer not to say 🗆

Any other Black, African or Caribbean background, please write in:

Mixed or Multiple ethnic groups

White and Black Caribbean🗆     White and Black African 🗆     
White and Asian🗆     Prefer not to say 🗆     

Any other Mixed or Multiple ethnic background,please write in:

White

English 🗆     Welsh 🗆     Scottish 🗆     Northern Irish 🗆     Irish 🗆     British 🗆 Gypsy or Irish Traveller 🗆     Prefer not to say 🗆

Any other White background, please write in:

Other ethnic group

Arab 🗆     Prefer not to say 🗆 

Any other ethnic group, please write in:


Do you consider yourself to have a disability or health condition?

Yes 🗆     No 🗆     Prefer not to say 🗆

What is the effect or impact of your disability or health condition on your work? Please write in here:

The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then please discuss this with your manager, or the manager running the recruitment process if you are a job applicant.


What is your sexual orientation?

Heterosexual 🗆     Gay 🗆      Lesbian 🗆     Bisexual 🗆     Asexual 🗆     
Pansexual 🗆     Undecided 🗆      Prefer not to say 🗆

If you prefer to use your own identity, please write in:


What is your religion or belief?

No religion or belief 🗆     Buddhist 🗆     Christian 🗆      Hindu 🗆      Jewish 🗆 Muslim 🗆     Sikh 🗆     Prefer not to say 🗆 

If other religion or belief, please write in:


What is your preferred working pattern?

Full-time 🗆 Part-time 🗆 Prefer not to say 🗆


Do you have caring responsibilities? If yes, please tick all that apply

None 🗆
Primary carer of a child/children (under 18) 🗆
Primary carer of disabled child/children 🗆
Primary carer of disabled adult (18 and over) 🗆
Primary carer of older person 🗆
Secondary carer (another person carries out the main caring role) 🗆
Prefer not to say 🗆
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