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JOB DESCRIPTION



	Post Title:

	Solicitor

	Post Number:

	14038

	Grade:

	[bookmark: Text19]Grade 9	     

	Service:

	[bookmark: Text20]Legal, Democratic, Digital & Customer Services      

	Section:

	Procurement, Conveyancing & Information Governance

	Responsible to:

	Principal Solicitor (Commercial/Conveyancing)

	Overall Purpose of the Job:


	To assist the Principal Solicitor (Commercial/Conveyancing) in providing the Council and its various services with professional advice on all matters relating to Conveyancing, Contracts and other agreements, Procurement and with general legal advice.  To also assist in the provision of general advice relating to Planning matters. 


	Main Duties and Responsibilities 


	1.
	To assist in the provision of a Property Conveyancing Service and in particular to ensure that the conveyancing is properly carried out in relation to the purchase, sale and lease of land and property to enable the Council’s General Services and Capital programmes to be implemented and Capital Receipts ingathered. 


	2.
	To assist in the provision of a comprehensive Legal Service in relation to the Council’s position as landlord of operational, commercial and industrial properties and the terms and conditions of occupation of those properties.


	3.
	[bookmark: Text9]To assist in the provision of a comprehensive Contracts/Commercial/Planning Legal Advice Service, including drafting and negotiating terms and conditions of contracts, concluding agreements and giving advice with respect to contractual disputes and Planning matters.     


	4.
	To assist in providing legal advice to client services in relation to Procurement and in particular to ensuring compliance with all relevant procurement legislation and the Council’s governance documents, including Standing Orders relating to Contracts and Procurement Manual.


	5. 
	To assist in the processing and implementation of statutory procedures necessary to make Temporary Traffic Regulation Orders and Traffic Regulation Orders.


	6.
	To assist in the delivery of advice and to keep client services informed on the application of, and developments in law with respect to the range of services within the post holder’s remit.


	7.
	To assist the Head of Legal, Democratic, Digital and Customer Services in managing Legal Services effectively and to ensure that the Service is sensitive and responsive to the needs of the Council and its services.


	8.
	To ensure, in co-operation with the Head of Legal, Democratic, Digital and Customer Services and other officers, the effective and efficient implementation of the Council’s policies and programmes and that the Council’s resources are most effectively deployed to this end. 


	9.
	To liaise with other bodies, organisations and individuals, as directed by the Principal Solicitor (Commercial/Conveyancing) in relation to the delivery of Legal Services.


	10.
	[bookmark: Text14]To represent the Head of Legal, Democratic, Digital and Customer Services at the Council’s Committees, Meetings and Working Groups and on any external Working Group.     


	11.
	To contribute to the development of performance standards and business planning, the development and implementation of new systems, and the development of a Best Value Strategy for the Services.


	12.

	To undertake any other duties of a similar nature as the Head of Legal, Democratic, Digital and Customer Services, the Legal Services Manager (Procurement, Conveyancing & Information Governance) and the Principal Solicitor (Commercial/Conveyancing) may direct.




Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.

Date Produced: September 2024 


	PERSON SPECIFICATION

	The Person Specification clearly describes the skills/abilities/personal qualities needed to successfully undertake the duties of the post.  It is agreed by the Panel prior to advertising and is used as the sole means of selecting candidates for interview.
In developing job descriptions & person specifications, the Council will have due regard to its commitment to equality & diversity by ensuring that job criteria are relevant to the successful undertaking of the job and do not indirectly or disproportionately disadvantage any individual on the grounds of gender, age, disability, race/ethnic origin, religion or belief, sexual orientation, caring responsibilities or social status, unless it can be justified on objective grounds.

	[bookmark: Text13]POST TITLE: Solicitor

	ATTRIBUTES
	ESSENTIAL: 
The minimum acceptable level for safe and effective job performance
	DESIRABLE: 
The attributes of the ideal candidate

	ATTAINMENTS/EXPERIENCE
1.Educational
(e.g. qualifications, membership of professional bodies)

2.Occupational
(e.g. management experience)

	Qualified Solicitor.

Current unrestricted Practising Certificate from the Law Society of Scotland.

Experience and working knowledge in dealing with and providing advice on contracts, procurement, rules and regulations and related areas.

Experience in commercial conveyancing and property related matters.
 
	



Knowledge of Local Authority law and procedures.

Knowledge and understanding of Planning matters

	SKILLS & ABILITIES
(e.g. work ethic, motivation, judgement, initiative, analytical skills, problem solving skills, report writing skills) 
	Ability to work on own initiative and meet deadlines.

Excellent oral and written communication skills, including report writing skills.

Good time management and organisational skills.

Ability to prioritise workload.

Ability to deal effectively with other officers and clients.

	

	SPECIAL APTITUDES
(e.g. numerical skills, manual dexterity, driving licence) 
	
Computer literate.
	
[bookmark: Text10]Driving Licence

	ANY ADDITIONAL JOB RELATED REQUIREMENTS (e.g. ability to work irregular hours, shifts)
	Flexibility in Working Hours
	

	DISABLED APPLICANTS AND GUARANTEED INTERVIEWS

	Under the ‘Disability Confident’ initiative, an applicant who indicates they have a disability and who meet the essential requirements for the vacancy will be offered a guaranteed interview. 



