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	For HRU use only
	Ref: 4361


	Section/Location
	Legal Services, Law and Governance, Chief Executive’s Office

	Post Title
	 Legal Services Solicitor Apprentice 

	Permanent/Temp
	Fixed term 60 months

	Grade
	Apprentice 

	Responsible to
	Senior Manager Legal Services and Information Governance

	Job Purpose

	As a Legal Services Solicitor Apprentice the post holder will develop skills, knowledge and experience within a local government legal office.  The Apprentice will:

· undertake training in the workings of a legal office and the general principles of local government and English law;
· work across the Authority’s Legal Service to gain knowledge and experience in the wide range of legal areas it covers including:  child and adult safeguarding, housing, anti-social behaviour,  criminal litigation, information governance, licensing, planning, employment, education, committees, land and conveyancing, contracts and procurement.   
· be given increasing levels of responsibility as they progress within the apprenticeship to appropriately assist with their development.

· be supported to undertake recognised qualifications (including a law degree and solicitors’ qualifying exams) to become a solicitor while gaining valuable work place experience; and

· receive a full day’s study leave per working week 


	Job Content

	The Solicitor Apprentice will undertake initial training in the workings of a legal office, the general principles of English law and local government law. During the apprenticeship they will work across the Authority’s Legal Service to gain knowledge and experience in the wide range of legal areas it covers including:  child and adult safeguarding, housing, anti-social behaviour,  criminal litigation, information governance, licensing, planning, employment, education, committees, land and conveyancing, contracts and procurement.   
Training will be provided by a combination of off-site and work place study, training and assessment. 

The Apprentice will attend regular meetings with the supervisor and assessor and attend training sessions.  The apprenticeship incorporates a law degree awarded by City, University of London (after five years) and final assessment to the requirement of the Solicitors Regulation Authority (SRA) to qualify as a solicitor. 
The main duties and responsibilities of the Apprentice will be as follows:

· Undertake all required training including studying towards the qualification elements of the role, as required. 
· Learn new skills including, advising clients, drafting  and negotiating legal documentation and researching points of law
· Experience working within a local government legal environment and develop an understanding of local government procedures and applicable legislation
· Experience file maintenance, review procedures, obtaining client instructions and progressing legal matters
· Gain experience of a variety of working environments, including courts and committees
· Work towards conducting transactions and applications with appropriate assistance and supervision from Legal Officers 

· Deal with client department and general enquiries with appropriate guidance and supervision from Legal Officers
· Undertake general office duties including welcoming visitors and helping with appointments.
· Work in accordance with set policies and procedures 
· Attend staff meetings and training
· Make and receive telephone calls and e-mails and attend meetings in order to provide updates of information to relevant parties as required

· Assist with the preparation, collation  and processing of correspondence and documents

· Ensure that an effective filing system is maintained

· Assist in the dispatch of outgoing correspondence

· Ensure the confidentiality and security of documentation and information is maintained

· Undertake other duties suitable to the post
The Solicitor Apprentice will be given increasing levels of responsibility as they progress within the apprenticeship to appropriately assist with their development.



	Performance standards

	· Attend and complete the study requirements of the apprenticeship
· Demonstrate professionalism in the work place

· Demonstrate ability to work as part of a team

· Demonstrate good customer service skills

· Undertake the role in accordance with working practices as instructed
· Maintain confidentiality



	Working conditions

	The role is mainly office based, with travel to off-site training, meetings, courts and tribunals.

The apprentice will receive a full day’s study leave per working week. 




Person Specification
	Factor


	Essential
	Desirable
	Assessment Means

	Skills and knowledge
	· Good communication skills (written and verbal)

· Attention to detail

· Comprehension and analytical skills

· Problem solving skills

· Well organised and able to meet deadlines

	· Knowledge of the law
	Application & Interview


	Qualifications and Training
	· 5 GCSE’s grades *A to C or equivalent (including Maths and English)
· 3 A Levels grade B or above or equivalent
· A commitment to work towards the academic requirements of the role

	
	Application & Interview

	Experience
	
	· Work experience within an office environment or other relevant work experience


	Application & Interview

	Special Requirements
	· Enthusiasm

· Good punctuality and ability to manage time well and prioritise workload
· Friendly, helpful and keen to offer good service to customers

· Motivated and willing to learn

· A team player, reliable, adaptable, conscientious, and able to work to instructions.

· Willingness to learn to use a range of software

· Interested in working in local government

· Interested in working within a legal office

· Organised mind 

· Able to meet the travel requirements of post

	· Confidence to deal with a variety of individuals and groups.

	Application & Interview
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