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SCOTTISH LEGAL AID BOARD 
Person Specification and Job description for applicants
Head of Office
PDSO Glasgow
Salary from £46,350 up to £53,950
Pro rata if part-time 
We are currently recruiting for Head of Office (Grade 7) within our Public Defence Solicitors’ Office (PDSO) based in Glasgow. This post is permanent in full time basis. 
Our organisation 

The Scottish Legal Aid Board (SLAB) was set up in 1987 to manage legal aid in Scotland. We are a non-departmental public body responsible to the Scottish Government. Our main purpose is to manage and improve continuously publicly funded legal assistance and to advise Scottish Ministers on its strategic development for the benefit of society. 
The Public Defence Solicitors’ Office (PDSO) is a national network of publicly funded solicitors operating from seven offices across Scotland providing criminal legal assistance. Operating as a direct service of the SLAB, we advise and represent clients, who are eligible for criminal legal aid, in relation to summary and solemn cases at every level and in Scotland’s busiest courts all over the country.
We are highly ethical organisation which carrying out rewarding work that may have a considerable impact on clients’ lives. As a business, we are offering stable and secured employment and a low staff rotation ratio, likely due to the strong and stable career opportunity we are able to offer to employees. Our total reward package includes the following: flexible working hours, remote working from home, the opportunity to apply for a seasonal ticket loan for public transport, a competitive holiday entitlement of 34 days per year (inclusive of public and privilege holidays) which increasing after 5 years of continuous service, comprehensive access to learning and development opportunities and well-being support. We are also offering a 6% contributory pension scheme is in operation, the terms of which are in line with public service pension schemes. In some cases, we may financially contribute to relocation expenses for roles out with the Central Belt. All employees’ salaries are a subject to civil service pay awards (more information in ‘Starting salary’ section).
If you wish to learn more about the Scottish Legal Aid Board (SLAB) and our other direct services please visit the SLAB website 
Information about the role

To manage and develop a PDSO office within a public service structure in accordance with SLAB’s management policies procedures in addition to providing high quality criminal legal defence services in the summary and solemn courts. 
Main Duties and Responsibilities
To ensure that the PDSO provides an excellent public service, is highly rated by its clients throughout the region and remains a cost-effective and efficient use of public funds. The role encompasses accountabilities in respect of work both as a manager and as a solicitor, involving the management of the caseload and the legal staff of the PDSO Glasgow office in the context of the wider PDSO network as follows:

1. Day-to-day office management:
· Manage all aspects of the day-to-day operation of the office, developing the business of that practice within the national framework of the PDSO 

· Report monthly to the Director on the performance of the office

· Assist in developing the operational framework and case load of the PDSO. (This includes developing relationships with help agencies and other organisations with an interest in criminal justice)
· Implement/maintain standard practices and procedures in line with SLAB policies as directed by management to ensure the maximum efficiency and effectiveness of the PDSO

· Manage legal staff within the office, including: work allocation, diary management, work completion, staffing issues, leave management, performance appraisal reviews, etc.,
· Identify appropriate training issues for staff, implementing the training when required. Assist and participate generally in the training of staff within the PDSO. [This may include in relation to trainee solicitors within PDSO and other non PDSO (e.g. SLAB) staff] 

· Assist in ensuring proper standards for carrying out work, and conducting file reviews of solicitors

· Assist in and ensure compliance with core financial procedures and responsibilities in relation to office and casework expenses and payments

· Maintain individual performance statistics as developed and provide the Director of PDSO with suggestions for improvement on the operation of the PDSO, complying with SLAB procedures / management controls

· Demonstrate consistently an understanding of the principles of equality and take the lead that equalities issues are dealt with appropriately, both in the office and out of the office, to ensure that the PDSO service is accessible to all who are eligible to access it
2. Provide advice and representation to clients who are subject to criminal investigations or criminal proceedings

· Provide proper, appropriate, timely and independent advice and representation. Ensure all representation and assistance is provided effectively and efficiently

· Promote and work for the best interests of the client, ensuring the client receives a fair hearing 

· Provide the client with fearless, vigorous and effective defence, using all proper and lawful means to secure the best outcome for them

· Investigate or assist with the investigation of, clients’ cases to ensure that all matters are prepared to the highest standards

· Provide out-of-hours on–call cover on a rota basis, and represent PDSO clients in other jurisdictions throughout Scotland on occasions

 3.  Apply/adhere to practices, procedures and Codes of Practice to ensure the maximum efficiency and effectiveness of the PDSO

· Ensure own conduct complies with the Statutory Code of Practice issued by SLAB in connection with the provision of criminal legal assistance and complies with all other professional standards and obligations

· Ensure accurate time recording of own and other casework

· Apply standard practices and procedures at all times

4.  Build/maintain a client base within the area 

· Build effective relationships with clients and key contacts through appropriate contact; identifying with their issues; maintaining an efficient and professional service at all times; and helping to raise/maintain the profile of PDSO in the area

5.  Represent the PDSO in its relationship with outside bodies as required
· Build, maintain and promote effective relationships with other help agencies such as those in the advice sector and local support agencies 
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Essential Criteria

You will be asked in your personal statement to provide evidence as to how you meet the essential and desirable criteria listed below:
· Detailed knowledge of the Criminal Justice System and the legal aid legislation

· Highly developed skills as a criminal court practitioner

· A full, clean driving licence

· Excellent communication/presentation, facilitation and influencing skills 

· Strong client/customer awareness, able to build effective relationships

· Excellent judgement – not only in the management of the office, but in conducting business with clients and other external relationships

· Good, effective leadership and people management skills

· Self-motivated, with good planning and organisational skills, monitoring progress against objectives

· Integrity

· Appreciation of the need for controls and maintenance of controls over processes, budgets, and expenditure; and the ability to know when to take action to ensure this  

· Knowledge and skills to manage budgets

Desirable Criteria 

· Previous experience in successfully managing or share-managing a business/law firm

· Previous experience working in a public sector organisation

· Experience of managing staff within a busy working environment

· Experience of managing budgets

· Computer literate in MS Word, Excel, time and case recording 
All applicants must have a recent (last 12 months) criminal record check either at the application stage, or following a conditional offer of employment. For this post we are requiring Standard Disclosure Scotland. For more information about types of criminal record checks in Scotland please visit www.mygov.scot/disclosure-types/.    
Qualifications

An enrolled solicitor with (*normally) a full, post-qualified and unrestricted practising certificate from the Law Society of Scotland 

Competency required
In addition to the specific criteria listed above, the following competencies for Grade 7 roles are also required and all SLAB’s applicants will be testes against these if are invited for the interview or assessment centre. 
People management
· Prioritises and agrees objectives aligned with Operational Plans to engage staff. Responds to change and builds capacity to deliver 

· Credible with staff, creating conditions to build confident effective teams that empower, value and motivate people, managing workload and equalities 

· Raises performance issues using constructive challenge, feedback and coaching skills, seeking support and advice from HR professionals when needed

· Self-aware, recognises impact on others and creates a positive environment for innovation, learning, personal resilience, health and wellbeing

Leading others 
· Communicates a clear vision which supports actions and engages others

· Takes responsibility to deliver consistent services, managing risk and resources to support continuous improvement

· Promotes collaborative working and is able to respond creatively to tough challenges

· Actively manages authorising environment, making connections across boundaries to build strong networks and partnerships

Communications and Engagement 
· Contributes to and develops clear, creative and detailed policy communication strategies to achieve outcomes

· Manages internal and external relationships, creating positive networks and maintaining trust and credibility

· Knows when to engage with Communications specialists and considers the impact on other policies and programmes across SLAB & wider system

· Communicates complex information clearly, presenting strategic ideas in a clear and positive way 

Improving Performance ​ 

· Uses relevant tools, techniques and skills development to facilitate continuous improvement

· Understands Programme and Project management Principles and uses PPM effectively and proportionately

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

· Maintains and promotes risk management processes to improve strategic planning and resource allocation

Analysis and Use of Evidence 

· Develops policy options and decisions using a range of evidence and research, to ensure that polices are aligned to outcomes

· Uses relevant evidence, recognising validity and limitations, in evaluations & assessment of risks against desired outcomes, engaging analytical specialists appropriately

· Captures and securely organises knowledge & information for wider use across the organisation

· Shares knowledge and information across the wider system, to obtain best value from it across the wider public service

Financial Management     
· Interprets and uses accurate financial data to inform decision-making, investment appraisals and risk management implications

· Delivers objectives within budget, applying procurement policies & procedures and knows when to seek advice from audit, risk, procurement and finance specialists

· Sets targets to improve the value achieved from resources, utilising financial data in business cases for change and monitors outcomes using performance measures

· Understands the wider public expenditure and financial decision making environment as outlined in the policies of the Scottish Public Finance Manual
Starting Salary
This job is graded as Grade 7 within SLAB, which currently has a starting salary of £46,350 XE "<starting salary>" .
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 2020, either as a result of pay progression within grade 7 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 SLAB opening hours. Flexible working may be available, but should be discussed.
Other information

For information regarding the pre-employment checks and other relevant information please review all documents attached to this job advert available on our recruitment website. Note that 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.
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