Job Title:  Paralegal (Conveyancing)
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Job Title	Paralegal (Conveyancing)	

Level	7
	
Service	Chief Executive’s Office		


Job Purpose

To assist in the delivery of a professional legal support service in accordance with Council policies, relevant legislation and best practice.







Date:  16 December 2025

Job Description
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Post Responsibilities:
· Assist with conveyancing and commercial property transactions, including sales, purchases, leases, and related legal matters for Council-owned and managed property. 
· Support the legal input to draft agreements under Section 75 of the Town and Country Planning (Scotland) Act 1997 and other planning-related matters.
· Prepare and issue standard legal correspondence to clients, external solicitors, and other stakeholders, and respond to subsequent queries to ensure smooth progression of transactions. 
· Provide comprehensive support to team solicitors, including preparing draft documentation, managing case files, conducting property searches, updating case management systems, and managing transaction timelines.
· Collate and verify property documentation, including title deeds, plans, and searches, from client departments and external parties. 
· Draft and process legal documentation such as missives, lease agreements, statutory notices, and rent review memoranda, under the supervision and guidance of a solicitor. 
· Prepare and submit applications to Registers of Scotland, including registration of title, registration of leases, statutory notices, and updating property records. 
· Maintain accurate records within case management systems for property transactions, ensuring all documentation and data are up to date and compliant with internal procedures.
· Liaise with all relevant parties, including clients, solicitors, surveyors, and other public bodies, to facilitate completion of transactions and resolve queries. 
· Monitor progress of transactions and take appropriate action to meet agreed timescales and statutory deadlines. 
· Prepare reports and summaries on property transactions and related matters as required by management. 
· Carry out duties consistent with the post as may be required by the Coordinator (Legal Services), Service Lead, or the Chief Governance Officer.

Possession of:
· Candidates should have a recognised paralegal qualification in conveyancing or other relevant area (HNC or equivalent) or have appropriate relevant experience with the ability to undertake relevant paralegal qualification.

Substantiated ability to:
· Deliver a high standard of service delivery
· Resolve complex problems.
· Meet the standards required under the Values and Behaviours of South Ayrshire Council.

Demonstrable experience of:
· Meeting targets and working to deadlines.

· Interpreting, analysing, and presenting complex data.
· Communicating with a range of internal and external contacts using a range of channels.

Proven Technical Understanding of: 
· Microsoft Office packages.
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