SCOTTISH LEGAL AID BOARD CIVIL LEGAL ASSISTANCE OFFICE (CLAO)
Person Specification and Job description for applicants
Head of Office
Edinburgh
£44,110 - £51,310 
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. Further information about the CLAO can be found at www.clao.org.uk. 

Brief Outline

We currently have a vacancy within our Civil Legal Assistance Office (CLAO) based in Edinburgh.
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 PVG 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.

The Job
· Manage the day-to-day operations of a Civil Legal Assistance office, assisting the Head of Service in broader CLAO service management and development

· Provide proper, appropriate, timely and independent advice and representation to persons experiencing housing, debt and benefit legal problems  
· Assist in the formation of effective links and referral mechanisms with solicitors in private practice and other partner agencies in the advice sector 

· Contribute, when required, to policy development on delivery of civil legal assistance
Main Duties and Responsibilities
The post-holder will be responsible for management of a team of solicitors, along with management of the casework and referral service offered by the office in conjunction with management of their own case load. 

Day-to-day office management:

 (a)
Ensure effective and efficient day-to-day operations by managing:

(i)
work allocation

(ii)
diary management

(iii)
work completion

(iv)
staffing issues

(b)      Ensure the work of the office is carried out to a high standard and monitor this through supervision of solicitors’ file reviews 

(c)
Assist in ensuring compliance with core financial procedures and responsibilities in relation to office and casework expenses and payments

(d)
Apply and ensure compliance with SLAB policy and procedures (e.g. HR policies) 

(e)
Insofar as the Head of Service has overall management responsibility of the operation of CLAO, assist the Head of Service as reasonably required in the discharge of his/her responsibilities e.g. leave management, performance appraisal reviews etc., within the office

Providing a client service
(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) 
Attain proper standards for carrying out work, recording the carrying out of work and other performance recording requirements, and participate fully in SLAB’s performance review process

(c)
Assist in the development of the service infrastructure; and contribute to the development and implementation of practices and procedures, to ensure maximum efficiency and effectiveness of the service

(d)
Assist in the development of useful and effective working relationships with solicitors and other agencies, for example Citizens Advice Bureaux (CABx) 

(e)
Contribute to the development of effective referral mechanisms with solicitors, and with other agencies

(f)
Assist in the provision of second tier advice to the advisers of partner agencies

(g) 
Assist, as appropriate, in the development of policy and research related to new areas of legal work

(h)
Assist in the preparation and presentation of useful information and training for members of the profession, partner agencies or outside bodies on the operation of civil legal assistance or other relevant topics

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

Communications

Internal: 
All staff, i.e. Head of Service, other Heads of Office / senior solicitors, civil casework solicitors and administrative/secretarial support;

Regular contact with colleagues in SLAB (Policy and Development Department, Legal Services);
External: 
Solicitor/client relationship 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;

Depending on the role, regular contact with advice and support agencies, e.g. CABx, or partner member organisations or networks

Competencies and Experience Required

Essential Criteria

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

· Knowledge of the civil justice system and legal aid legislation

· Sound knowledge and experience in general civil legal assistance work

· Existing civil court experience

· Well developed communication, facilitation and influencing skills

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

· Good, effective leadership and people management skills

· Knowledge and skills to manage financial procedures

· Knowledge and experience with the use of IT in a day-to-day legal context including use of email, the Internet, Word, Excel, time and case recording and word processing.  (Able to produce 2-monthly reports to the Head of Service and the Director of Policy & Development, as well as other less frequent reporting requirements)
· Excellent judgement, not only in the management of the office, but also in conducting business with clients and other external relationships

· Excellent legal research skills 

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

· A PVG registration from Disclosure Scotland (which may be obtained following a conditional offer of employment)

Qualifications

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

*Normally a full practising certificate is required, but we may consider a restricted practising certificate depending on the circumstances surrounding these restrictions
Desirable Criteria 

· Knowledge and experience of housing law, debt and benefits and  social welfare law
· Previous experience in successfully managing or share-managing a business/law firm

· Experience of managing staff within a busy working environment

· Experience of managing budgets

· Experience of working with vulnerable client groups, for example women experiencing domestic abuse, people experiencing mental health problems or offenders

· Experience in or knowledge of voluntary sector advice provision

· Experience in providing training 

· A good awareness/understanding of equalities and diversity issues
· 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 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


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
Interview Expenses

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

Salary:





Grade 7 (Manager/ Professional)









Salary Scale April 2018
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Band Min 

 44,110
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 50,080








 Band Max 
 
 51,310





These figures are based on SLAB’s current pay position which covers a one year pay period from 1 April 2018. Any future salary increases after 31 March 2019, 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. Future salary increases are therefore currently undetermined.
Starting salary 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
The standard working week is 37 hours in total with an unpaid lunch break of 36 minutes each day during CLAO opening hours. However, due to the nature of these positions, 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 (9am and 5pm) and at weekends or public or privilege holidays; and out of hours telephone advice to clients, potential clients and help agencies, as directed by the line manager. No additional pay or time off will be permitted for this necessary work.

Other Information

In terms of essential travel, solicitors will receive the appropriate travel assistance & expenses related to this as considered appropriate by the Scottish Legal Aid Board. This may include access to a SLAB-leased car allocated either on an individual or pool car basis. Such provision on the basis of business need will be subject to review at any time, particularly following significant changes in the post or to travel patterns, and does not form part of the contract of employment.  









