SCOTTISH LEGAL AID BOARD - LEGAL SERVICES
Person Specification and Job description for applicants
Solicitor
Central Edinburgh
£45,000 - £52,340 
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 a vacancy for a solicitor within our Legal Services department.

This appointment is full-time and permanent. A 6% contributory defined benefit 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 include the requirement for a current Standard Disclosure from Disclosure Scotland. Further to SLAB’s standard security checks, due to the nature of this post, successful candidates may be required to pass additional security checks.

SLAB’s Legal Services department is the in-house legal team which provides legal services to a range of client departments within the organisation. It also supports the Principal Legal Adviser in the provision of legal services to the organisation and its Committees and to its Executive Team. Solicitors within the department provide internal advice on legal matters and a full range of legal support services, including representation. They also lead the organisation in the provision of technical advice as SLAB in turn provides advice to the Scottish Ministers in relation to development of statutory and regulatory changes relating to legal aid. The solicitors in Legal Services do not deal with legal aid applications.
The Job
· Provide legal support to SLAB’s Principal Legal Adviser 

· Provide proper, appropriate, timely and independent advice and legal assistance to client departments within SLAB

· Provide technical advice to the organisation in relation the operation of legal aid statutory and regulatory provision, and the development of advice to Scottish Ministers
· Provide litigation support for SLAB, both for SLAB as pursuer and as defender; and undertake taxations before the auditor of court where the subject matter is technical
· Contribute, when required, to policy development of legal assistance
Main Duties and Responsibilities
The post-holder will work as part of a small team of three solicitors including the Head of Criminal and Technical Legal Services. The team members assist the Principal Legal Adviser, as well as having management of their own individual workload. 

Main areas of work
(a)
Assisting the general legal work of in-house solicitors to SLAB
(b)
Provision of legal advice and assistance internally to SLAB client departments and areas, including the Chief Executives Office, Data Protection, Compliance, Policy, Finance, Accounts, Recoveries and direct services such as the Public Defence Solicitors’ Office (PDSO) and the Civil Legal Assistance Office (CLAO)
(c)
Providing technical, legal aid and support in areas of possible or intended legislative or regulatory change, and where Ministers decide to make changes, to assist in the development of the relevant instruments
(d)
Providing representation to SLAB in litigation by and against SLAB including:

· Judicial review of SLAB decision-making
· Litigation by SLAB 

· Litigation where SLAB has an interest or is invited to make representations, such as section 18 or section 19 applications where representations are appropriate
Also:

· Diets of taxation where there are technical legal matters

· Hearings on notes of objections

(e)
Provision of information, support and liaison with other agencies on technical legal matters in relation to legal aid, e.g. COPFS, SCTS, etc.
(f)
Provision of technical input in relation to the drafting, maintenance and updating of legal assistance handbooks and guidance
(g)
Technical input in relation to the preparation of Board and Committee papers

(h)
Legal research

(i)
Assisting with technical aspects of data protection and freedom of information requests 
(j)
Provision of input into SLAB responses to relevant consultations
(k)
Delivery of internal and external training or briefings in relation to legal aid matters, e.g. to the profession, outside bodies, judges and sheriffs, etc.
(l)
Preparing Memorials for the opinion of counsel

The work of the department, and the role, may develop to involve work in other areas over time.

Communications

Internal: 
All staff, i.e. Principal Legal Adviser, Head of Criminal and Technical Legal Services, other solicitors and administrative/secretarial support;

Regular contact with colleagues in SLAB departments, e.g. Accounts, Compliance, Chief Executive’s Office
External: 
Regular contact with the legal profession, in particular solicitors undertaking work under legal aid where there are technical issues;

Regular contact with the Courts and Auditors of Court. Contact with wider organisations from time to time.
Competencies and Experience Required

Essential Criteria

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

· Sound knowledge of legal aid legislation 
· Knowledge of both the civil and criminal justice systems, or one or the other 

· Existing court experience and robust knowledge of court procedure as well as good pleading and representation skills
· Excellent legal research skills 

· Well developed communication, facilitation and influencing skills

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

· Good and effective people skills

· Robust IT skills in the day-to-day legal context including effective and efficient use of email, the Internet, Word, Excel, and ideally Access or other databases, all to the effect that all work output is or may be self-generated with little or no administrative support
· Excellent judgement, not only in the provision of services to in-house client departments and other external relationships

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

· A recent criminal record certificate from (normally) Disclosure Scotland at Standard level (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 

· Knowledge and experience of equalities, data protection and freedom of information law
· A good awareness/understanding of equalities and diversity issues
· Electronic document handling and preparation skills or knowledge
Additional Competencies 
In addition to the specific competencies listed above, the following core competencies for Grade 7 

roles within SLAB are also key to performing the job successfully:-
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
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

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 

· 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
Interview Expenses

Travel and subsistence expenses during the selection process are the responsibility of the applicant. 
Starting Salary
The job is graded as Grade 7. 

However, candidates with less developed expertise may be appointed at Grade 6 level with a starting salary from £37,080. (The Grade 6 salary band currently has a scale minimum of £37,080 and a maximum of £42,720). If sufficient skills and expertise are developed, consideration may be given to straight-through re-grading to Grade 7 after 2-4 years. 

Salary:





Grade 7 (Manager/ Professional)
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 51,090








 Band Max 
 
 52,340





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 grades 6 and 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. 
Starting salary as a Grade 7 will normally be the bottom of the pay band unless you have exceptional skills and expertise 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 working hours of 37 per week, 9am to 5pm Monday to Friday, with a 36 minute unpaid lunch break per day. Flexible working may be available to some extent in relation to such things as start and finish times and lunch breaks etc., subject to line manager agreement. However, the role does not allow for ‘flexi accrual’ i.e. the post holder will be required to work additional hours should this be necessary to fulfil the responsibilities of the role, without payment or time off in lieu.










