SCOTTISH LEGAL AID BOARD 
Person Specification and Job description for applicants
Corporate Services and Accounts 
Assessment Officer - Central Edinburgh
£19,940 – £22,080 (pro rata if part-time)

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 and working patterns) as well as information in the job advert. 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. 
Brief Outline

We currently have vacancies within the Civil Accounts Department of our Corporate Services and Accounts Directorate. 

These vacancies are permanent. A 6% contributory defined benefit pension scheme is in operation, the terms of which are in line with public service pension schemes. 

If you are applying on a part-time basis, please give details of the number of hours and pattern of part-time work you would be interested in. Further information is supplied in the ‘General Information for Applicants’ document.   

Successful candidates will be subject to SLAB’s standard security checks which include the requirement for a current Basic Disclosure from Disclosure Scotland. 

The Job
To assess accounts and process payments in accordance with appropriate legislation and procedures within prescribed limits of authority and within prescribed timescales, liaising with colleagues and solicitors to optimise successful outcomes.

Main Duties and Responsibilities
· Organise own workload as determined by incoming mail/notifications and accounts to meet departmental targets

· Check information submitted with accounts and request additional information as required

· Assess fees calculated by solicitors against regulations and fee tables

· Identify allowable difference between solicitors and own calculations following established procedure

· Process offers of account settlement when unauthorised discrepancies occur and progress within defined timescales

· Process accounts for payment when fees are offered/agreed

· Handle queries within limits of authority and refer upwards if necessary

· Communicate with solicitors to request or provide information relating to accounts

· Liaise with colleagues and staff in other departments to obtain information relating to accounts

· Prepare and refer novel or problematic accounts, or accounts out-with limits of authority, to team leader
Organisation Chart





(a)
Managers

Frequent daily contact with Team Leader and weekly team meetings, including monthly team briefing.  


Regular feedback on individual, team and section's targets and statistics
(b)
Staff / Support


Contact as required with Central Registration Unit
(c)
Other Contacts 


(i)
Within SLAB



Contact with CRU, Applications, Legal Services and Principle Sums Unit (PSums) 

(ii)
Outside SLAB


Daily contact with solicitors and law accountants

Competencies and Experience Required

Essential Criteria

· Administrative and customer service experience, preferably within a legal or office environment 
· Strong written and verbal communication skills

· Knowledge and ability to apply appropriate legislation and regulations

· Basic keyboard / computer skills

· Ability to apply sound judgement within parameters of relevant legislation
· Ability to work to deadlines, while maintaining a good level of accuracy/attention to detail
· Flexible / adaptable 
· Numerical competence

Qualifications

You must hold a minimum of National Qualifications (or equivalent) in English and a subject which clearly indicates competency in figure work such as: Mathematics, Accounting & Finance, Arithmetic, Book-keeping, Statistics, Physics and Science. For National 5 and Standard Grades, only grades 1, 2 and 3 are acceptable. For Ordinary Grades only grades A, B and C (1, 2 and 3) are acceptable. Other educational qualifications equivalent to these may also be acceptable. Equivalent relevant work experience may also be acceptable.

Additional Competencies 
In addition to the specific competencies listed above, the following core competencies for Grade 2 roles within SLAB are also key to performing the job successfully:-
Self Management 

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

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

· Adaptable, contributes to and embraces new ways of doing things, seeking the support of others when needed

· Identifies personal development needs and actively manages own Personal Learning Plan

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 and Communications 

Customer Service

· Knows and understands internal and external customers & how their role fits into SLAB and the wider public sector

· Understands customer needs and expectations and responds in a helpful and professional way

· Builds positive working relationships with customers and works to agreed time scales and standards of quality

· Takes responsibility to review and improve customer service, listening to and acting on feedback

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

Communications and Engagement

· Contributes views, ideas and experience, identifying appropriate methods of communication and target audience

· Identifies and sources information to produce accurate numeric work and concise, well structured written work using SLAB guidance

· Verbal communication is confident, contributing ideas in a clear and concise way

· Inquisitive and actively listens, responding appropriately, using clarifying questions to test understanding

Interview Expenses

Travel and subsistence expenses during the selection process are the responsibility of the applicant. 
Starting Salary
This job is graded as Grade 2 within SLAB with a starting salary of £19,940. 

Salary:             

	Grade 2 (Administrative Officers)

	
	Salary Scale

@ April 19
(£)

	Band Min
	19,940

	
	20,620

	
	21,340

	
	21,810

	Band  Max
	22,080



These figures are based on SLAB’s current pay position which covers a one year pay period from      1 April 2019. Any future salary increases after 31 March 2020, either as a result of pay progression within grade 2 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. 

Starting salary will normally be the bottom of the pay band, unless you have exceptional skills and experience relevant to the role. Providing your performance is good you will progress to the top of the pay band within 4-5 years.  

Working Pattern
Standard SLAB working pattern applies (37 hours per week), with possible options for flexible working. Once trained in the role, the post holder would be expected to cover start and end times on a rota basis in line with the rest of the team.
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