CIVIL LEGAL ASSISTANCE OFFICE (CLAO)
Person Specification and Job description for applicants

SOLICITOR
Edinburgh
Grade 5-6 

For Grade 6 Starting salary from £38,200
For Grade 5 starting salary from £31,510
(Newly or recently qualified applicants will be placed on G5 of the salary scale)
Please also refer to the information available for applicants on our website www.slab-vacancies.org.uk, in particular the ‘General Information for Candidates’ attachment which applies to this role (which gives details on the pre-employment checks and main terms which may apply to you such as holiday leave entitlement). This information is provided for guidance only and does not form part of the conditions of employment. Further information about the Scottish Legal Aid Board (SLAB), including who we are and what we do can be found at www.slab.org.uk/. Further information about the Civil Legal Assistance Office (CLAO), including who we are and what we do can be found at www.clao.org.uk. 
Brief Outline

We currently have a permanent vacancy for a skilled court solicitor within the Edinburgh and Lothians team of our CLAO service.
The Edinburgh and Lothians Team is part of a network, which also provides services in the Highland and the Islands, Aberdeen and Aberdeenshire and Argyll and Bute and focusses on the rights of people who are disadvantaged.

Our Edinburgh and Lothians team’s core caseload consists of publicly funded housing law (social and private landlord eviction, mortgage repossession, homelessness, unlawful eviction, and disrepair), benefits and debt work.

This focus will give the post holder opportunities to carry out rewarding work that may have a considerable impact on clients’ lives. On occasion, it may mean dealing with casework involving distressed and sometimes traumatised people seeking legal solutions to help resolve distressing life situations. This requires a calm, resilient disposition and an ability to focus on pursuing legal solutions, which can really make a difference. 

The successful candidate will be passionate about using, and developing, their litigation skills strategically, to improve the lives of as many people as possible. They will also be keen to be involved in continuously improving and innovating our service, as we build on the achievements of our 2017-2020 business plan, focussing on redesigning our services in 2021-2022 in response to COVID 19.
They will work closely with other advice providers to triage and refer certain cases to other solicitors, advisers or support organisations; to provide some second tier advice and training to other service providers on our core areas of casework and to explore opportunities for strategic partnership working, as part of our strategy to maximise the impact of our service.

The work of this role will be primarily based in Edinburgh with occasional travel to the Lothians. From time to time travel to other areas may be expected, to cover work across the network in accordance with the needs of the business.

We welcome and encourage applications from diverse backgrounds, including groups currently underrepresented in our workforce. We pride ourselves as being an employer of choice.
The Job

· Providing proper, appropriate, timely and independent advice and representation to people experiencing civil legal problems which fall within the CLAO’s remit
· Assisting in the development of useful and effective working relationships with solicitors and other agencies 
· Providing training, guidance, information and opinions to partner organisations and contributing to policy development as required
Main Duties and Responsibilities

(a)
Represent clients in civil legal assistance cases in accordance with all professional and ethical standards and obligations to provide:

(i)
a quality assured service

(ii)
in an effective and efficient way

(b) 
Carry out work in accordance with SLAB and CLAO policies and procedures; contribute where required to the development of those policies and procedures; and participate fully in SLAB’s performance review process
(c)
Assist the Head of Office in providing effective peer support and guidance to colleagues where appropriate and as required 
(d)
Assist in the development of useful and effective working relationships with solicitors and other agencies


(e)
Assist in the provision of second tier advice and training to the advisers of partner agencies


(f)
Represent SLAB (where appropriate) in relations with outside agencies

Communications

Internal: 
All staff, i.e. Head of Service, Heads of Office, civil casework solicitors and business support staff;

Regular contact with colleagues in other parts of SLAB 

External: 
Regular contact with members of the public; 

Regular contact with the legal profession, in particular solicitors undertaking work under civil legal aid;

Regular contact with the Courts in the normal course of acting as a civil solicitor;

Regular contact with advice and support agencies

Essential Criteria
The following competencies are key to performing the job successfully:-

· Existing civil or criminal court experience 

· Some knowledge of the civil justice system and legal aid legislation

· Excellent technical legal skills 
· Highly developed communication, facilitation and influencing skills; able to build effective relationships with people including clients and contacts of the service, some of whom may have difficulties communicating or be vulnerable in other ways; as well as with colleagues at all levels and other professionals 
· Knowledge and experience in the use of IT in a day-to-day legal context, including use of email; the Internet; Word; Excel; videoconferencing tools; time and case recording; and word processing

· Excellent judgement in conducting business with clients and others 

· Excellent legal research skills

· A willingness and ability to travel (across the Lothians (and occasionally including as far afield as Argyll and Bute, Aberdeen and Aberdeenshire and Highland and the Islands  during busy periods) 

· Well organised, with the ability to work well under pressure whilst dealing with often urgent and complex casework 

· Ability to work independently, seeking assistance and guidance from peers and managers appropriately
· A PVG registration from Disclosure Scotland (which may be obtained following a conditional offer of employment)
Qualifications

· An enrolled solicitor with a full, post-qualified and unrestricted practising certificate from the Law Society of Scotland 
Desirable Criteria 
· Existing civil court experience,
· Particular expertise in publicly funded work 
· Knowledge and experience of housing law,
· Knowledge and experience of the law relating to welfare benefits and debt 

· Knowledge and experience of one or more of child protection law and mental health law,

· Experience in or knowledge of voluntary sector advice provision

· Experience in providing training 

· Robust IT skills including the ability to use IT to self-generate work material effectively and efficiently
· A current, valid driving licence 

Additional Competencies 

In addition to the specific competencies listed above, the following core competencies for Grade 5 and 6 roles within SLAB and CLAO are also key to performing the job successfully :-
Self awareness 

· Responsible for personal behaviour and is accountable for own actions, health and wellbeing

· Aware of personal strengths and takes pride and responsibility for performance at work and is responsive to constructive feedback

· Adaptable and embraces new ways of doing things, contributing ideas and energy to continuous improvement

· Takes control of personal and professional development, actively managing own Personal Learning Plan as well as supporting the development of others when needed


Communications and engagement  

· Engages and is credible with stake-holders and is connected to a range of internal and external networks

· Communicates clear & creative ideas that meet the needs of a range of audiences, ensuring objectives & outcomes are achieved

· Produces concise, clear, well structured written work using SLAB guidance

· Considers and communicates the impact of decisions on wider policies and programmes

Improving Performance 

· Demonstrates ongoing use of relevant performance improvement tools and techniques including skills development

· Adapts quickly to fit skills and resources to changing circumstances and expectations

· Applies risk management principles to decision making and controls opportunities and threats to achieving objectives
Analysis and Use of evidence 
 (in the context of legal casework, second tier services, triage and strategic partnership working )

· Is able to effectively carry out research and evaluate evidence to ensure accurate advice is given and appropriate action taken, taking into account the overall resources of the service    

· Uses evidence to assess, measure and evaluate casework, training, projects and policies, considering the impact on other work, policies and government outcomes

· Engages with analytical specialists as appropriate. Interrogates analytical and management information to draw out key messages and findings to support decisions

· Organises and collates robust information from a variety of sources in decision making, sharing knowledge and information across the wider system

Financial Management 
(in the context of legal casework, second tier advice services and triage work)

· Is able to effectively manage legal aid cases, ensuring that cases have the appropriate level of cover for work to be done; and having regard to duties to both the client and the public as regards the use of resources  

· Understands & applies the principles of Budgeting, Financial Management & Resource Accounting outlined in the Scottish Public Finance Manual

· Maintains regular contact with relevant finance staff, and knows when to seek advice from audit, risk, and procurement and finance professionals

Team work 

· Knows and understands the contribution the team makes to SLAB’s performance,  and Operational Plans

· Can be relied on to deliver agreed personal objectives and is aware of how their work connects with the work of others

· Builds networks and maintains good working relationships with colleagues, valuing their diversity and contribution and is open to different points of view 

· Contributes views, ideas and experience to improve the team’s performance, offering and/or seeking practical help when necessary
Information Management 
· Uses a range of corporate systems and is aware of security and organisational procedures

· Accesses, manages, stores, retrieves information through effective use of SLAB Information Systems

· Shares and presents information of all kinds in an appropriate format accurately and on time

· Contributes to the continuous improvement of Management Information Systems

Interview Expenses

Travel and subsistence expenses during the selection process are normally the responsibility of the applicant. Following current government guidance of social distancing, the interview will be most likely arranged online using video conferencing tools.
Starting Salary 
This job is graded as Grade 5 to 6 within SLAB. New or recently qualified solicitors will normally be placed on Grade 5 of the salary scale, which currently has a starting salary of £31,510, progressing to Grade 6 following personal progression, development and subject to successful performance review. More experienced solicitors will normally be placed on Grade 6 of the salary scale, which currently has a starting point of £38,200. 
These figures are based on SLAB’s current pay position, which covers a one year pay period from 1 April 2020. Any future salary increases after 31 March 2021, either as a result of pay progression within grades 5 or 6 or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, SLAB’s negotiations with the Union on pay reviews and SLAB’s own pay policy. 
Working Pattern

The standard working week is 37 hours in total with an unpaid lunch break of 36 minutes each day during CLAO opening hours (9am to 5pm), However, due to the nature of the work, solicitors will be required to work such hours as the business dictates for the proper performance of their duties. This may involve, for example, travelling outside normal business hours (before 9am and after 5pm) and at weekends or public or privilege holidays.
Following the guidance of the Scottish Government most staff are currently working from home. Your job will require you to attend court, hearings and our Edinburgh office in order to provide key services. Otherwise, you may be required to work from home. It will be necessary that any new staff member is able to support working from home until such time as Scottish Government advice changes. If successful you will be provided with necessary hardware to support you in your job. However, having access to reliable broadband and a confidential space to work will be essential for any successful candidate during this time when working from home may be necessary for the role. This temporary period of homeworking will be regularly reviewed and when it is no longer deemed to be necessary, at SLAB’s discretion, you may be required to return to the permanent workplace, at SLAB’s headquarters at Thistle House, 91 Haymarket Terrace, Edinburgh or another location in Edinburgh. 
Other Information

In terms of essential travel, solicitors will receive the appropriate travel assistance & expenses in line with SLAB’s Business Travel policy.
This appointment is permanent. A 6% contributory pension scheme is in operation, the terms of which are in line with public service pension schemes. 
Successful candidates will be subject to SLAB’s standard security checks which includes the requirement for a PVG Clearance from Disclosure Scotland. Further to SLAB’s standard security checks, due to the nature of this post, successful candidates will be required to complete and pass additional security checks.









