SCOTTISH LEGAL AID BOARD
Person Specification and Job description for applicants
Criminal Legal Services
Solicitor Contact Line (SCL) Solicitor

Edinburgh/Central Belt
£17.33 per hour

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 opportunities available within our Solicitor Contact Line (SCL), based in Edinburgh. 

These appointments may be filled on a fixed term or permanent basis. A 6% contributory defined benefit pension scheme is in operation, the terms of which are in line with public service pension schemes. 

When applying, 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 recent (last 4 weeks) Standard Disclosure from Disclosure Scotland – either at the application stage, or within one month of a conditional offer of employment being made. 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. 

The Job
The essential part of the role is to provide high quality criminal legal defence services to suspects detained for questioning in police stations under Section 15 (a) of the Criminal Procedure (Scotland) Act 1995 by: 
· providing cover on an ad-hoc basis for the SLAB Solicitor Contact Line responding to suspects requests for legal advice as appropriate; and

· when invited by the SLAB Solicitor Contact Line, attending police stations for face-to face interviews between suspects and the police (“Interview Attendance”).

Main Duties and Responsibilities
1. Provide telephone advice to suspects detained for questioning in police stations
· Provide proper, appropriate, timely and independent advice and representation. Ensure that all representation and assistance is provided effectively and efficiently

· Promote and work for the best interests of the client and to ensure that the client is dealt with fairly

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

2. Attend police stations to provide representation at interview to suspects detained for questioning in police stations

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

· Promote and work for the best interests of the suspect and to ensure that the suspect is dealt with fairly

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

3. Apply/adhere to practices, procedures and Codes of Practice to ensure the maximum efficiency and effectiveness of the SLAB’s direct legal services provision

· 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 casework

· Apply standard practices and procedures at all times
· Maintain individual performance statistics as developed; and provide the SCL Solicitor Team Leader and/or Director of the Public Defence Solicitors’ Office (PDSO) with suggestions for improvements in the operation of the SCL
· Perform administrative tasks, basic legal  tasks or other tasks as delegated by SCL Solicitor Team Leader whilst waiting for suspect advice calls to come through

4. Represent the SCL at in-house meetings and in its relationship with the Public Defence Solicitors’ Office (PDSO) and outside bodies as required

· Build, maintain and promote effective communications and relationships with other SLAB staff; PDSO; the sponsor division; and other bodies as required such as the Law Society of Scotland, Crown Office, ACPOS

5. Assist and participate in the training of staff within the SCL, as required 

· This will mainly be in relation to any new solicitors appointed to the SCL
Contacts

a) Staff/support 

· Daily informal contact to discuss procedures  and particular issues or queries in relation to corporate/operational  service issues

b) Other SCL solicitors

· Daily informal contact to exchange views, discuss procedures and aid with the smooth operation of the SCL

c) Management – Team Leader of SCL and Director of PDSO

· Daily informal contact to discuss procedure and the provision of telephone advice,  and particular issues or queries

· Formal contact to look at particular cases and policies. Informal contact as required for discussion, guidance and approval
c) Other Contacts

(i) Within SLAB &  PDSO

· Daily contact with the PDSO criminal defence solicitors

· Contact with the staff of the Scottish Legal Aid Board concerning e.g. A&A applications, expenses

(ii) Outside SLAB & PDSO

· Daily contact with the legal profession, in particular criminal defence solicitors

· Solicitor/client relationship with members of the public 

· Daily contact with the  police, in the normal course of acting as a criminal defence solicitor on the SCL

Competencies and Experience Required

Essential Criteria

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

· An in-depth working knowledge of the criminal justice system and legal aid
· Criminal court experience in Scots Law 

· A current valid full driving licence with immediate access to a car on an as-required basis with insurance cover for business use
Qualifications

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

FURTHER COMPETENCIES 

· A sound Technical ability as a criminal court practitioner

· Strong Client / Customer Awareness – the ability to identify with clients and key contacts and quickly build effective rapport

· Drive / Self-motivation - the ability to work in a purposeful way to achieve results, using own initiative to make things happen; working to high standards to produce high quality output

· Well developed Communication skills (oral and written) - verbally ability to influence and persuade others. Good writing skills to produce concise, high quality reports/briefs, in such a way as to be clearly understood

· Sound Judgement - the ability to evaluate information and courses of action to reach logical and objective decisions about what is most likely to lead to the desired result.

· Ability to work effectively as part of a team – be part of a self-managed, self motivated team, helping each other

· Flexibility and adaptability

· Integrity

· Resilience

Desirable Criteria 

· Preferably a minimum of 1 year’s criminal court experience in Scots Law 

· Computer literate in Word, Excel, time and case recording would be highly desirable

Additional Competencies 
In addition to the specific competencies listed above, the following core competencies for this level of role within SLAB are also key to performing the job successfully:-

Customer Service 

· Know who your internal and external customers are and have a good understanding of their needs and expectations
· Work with your customers to define clear and agreed standards of service and take responsibility to measure and continuously improve your performance
· Seek and listen to feedback from your customers
· Be helpful, friendly and professional with customers
· Be open and share information with customers and stakeholders and behave with impartiality, fairness and consistency
Team working 
· The team can rely on you to meet your agreed objectives and work targets
· Understand and fulfil your own responsibilities and be aware of how your work attendance and hours of work, affects other members of your team
· Build and maintain good working relationships with colleagues
· Share knowledge and experience and offer practical help to colleagues in your own and other departments when necessary
· Value the contribution of other team members and be open to different points of view
· Provide and accept constructive feedback and make a contribution to improve the performance of the team
Self Management 

· Take personal responsibility for your own actions
· Be aware of your own strengths and abilities
· Take control of your personal and professional development
· Act as a role model for those around you, demonstrating energy, commitment and confidence
· Contribute to and accept and embrace change
· Be aware of your personal impact on others
Information Management and Communications 

· Able to be understood by diverse audiences both in writing and verbally
· Produce concise, well structured written work. Speak confidently and concisely, and listen and ask questions to test understanding
· Manage information by mastering the technology for storing, retrieving and sharing records and information
· Be aware of how to use a range of internal and external information sources
· Demonstrate a consistent ability to create and present records, data and other information that is accurate and timely 
· Be aware of the wider environment, making cross-cutting connections between issues and departments
· Understand stakeholders’ needs, maintaining trust and credibility, and managing conflict for the benefit of all
Analysis & Use of Evidence 
· Organise and collate robust information from a variety of sources to support decision making
· Understand the validity and limitations of different sources of evidence
· Consider the wider impact on other policies and programmes
· Base decisions and actions on evidence drawn from a diverse range of sources
· Balance risks against desired outcomes using succinct analysis
· Use analytical and management information to support decisions
Interview Expenses

Travel and subsistence expenses during the selection process are the responsibility of the applicant. 
Salary
Whilst working on SLAB’s Solicitor Contact Line, an hourly rate of £17.33 (based on an annual spot salary of £28,600 plus £4,850 night shift allowance for a 37 hour week) will apply for any hours worked during each calendar 24 hour day. This hourly rate is inclusive of a shift allowance in recognition of the need to work day and night shifts. There will be no additional allowances for night time or shift working.  
These figures are based on SLAB’s current pay position which covers a two year pay period from 1 August 2014. Any future salary increases after 31 July 2016 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. 

Hours of Work and Working Pattern
Due to the nature of the work, solicitors need to work such hours as the business dictates for the proper performance of their duties. This will include attendance at police stations outside normal business hours (9am and 5pm) and out-of-hours telephone advice to ad hoc suspects, PDSO clients and potential PDSO clients.  

SLAB will guarantee you a pre-agreed number of hours to work - on average – per week over a twelve month period, effective from 1 December each year. These “Guaranteed Hours” per week will include a provision for paid holidays which may be requested and approved in advance as necessary.

You will be required to work any day of the week including overnight and at weekends and you must be available to work different shifts within your Guaranteed Hours. This means that you will effectively have no ‘normal’ hours or pattern of work as your hours will vary on a regular basis in accordance with SLAB’s requirements to cover the SCL on a 24 hour basis throughout the year.  

Your hours to be worked per week will be detailed in a shift rota which will set out the working patterns for the SCL over the coming month and possibly beyond. The rota will be provided at least two weeks in advance, bearing in mind the Health and Safety regulations relating to shift working. SLAB will also try to accommodate any preferences for working hours (within reason) in advance of the rota being finalised, in line with our flexible working ethos.
In addition to your pre-agreed Guaranteed Hours per week you may also be offered extra hours of work (referred to as “Additional Hours”) on an ‘as required’ basis in order to provide appropriate cover for the SCL. Individuals will be contacted when further work is available and suitable dates and shifts will then be agreed and built into the rota. In order to maintain flexibility (for SCL staff and SLAB), there is no guarantee of any Additional Hours work per week beyond your pre-agreed contractual Guaranteed Hours. 

Overtime pay

In addition to your contractual Guaranteed Hours and any Additional Hours agreed, you may receive overtime pay (known as an Interview Attendance Payment) for attending Suspect Advice Attendance Interviews at Police Stations as follows:

Interview Attendance between 9am and 10pm – a payment of £75

Interview Attendance between 10pm and 9am – a payment of £100

You will be paid an hourly rate of £17.66 for any hours worked during each calendar 24 hour day for the duration of that attendance period. A minimum of one hour’s pay will normally be paid and your claim may include reasonable travelling time.

Other information
All SCL Solicitors, as part of their role, will be required to travel by car (or public transport where appropriate) on an occasional to regular basis, to attend police stations with detention suites throughout Scotland (and on occasion in England, Wales and Northern Ireland), in which case they will receive the appropriate travel assistance & expenses related to this as considered appropriate by the Scottish Legal Aid Board. 










