PUBLIC DEFENCE SOLICITOR’S OFFICE (PDSO)
Person Specification and Job description for applicants
Secretarial Administrator
Dundee
£20,300
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, including who we are and what we do, can be found at www.slab.org.uk. Further information about the PDSO can be found at www.pdso.org.uk. 
Brief Outline

We currently have a vacancy within our Public Defence Solicitors’ Office (PDSO) based in Dundee. 
This appointment is permanent. A 6% contributory defined benefit pension scheme is in operation, the terms of which are in line with public service pension schemes. 

Further information is supplied in the ‘General Information for Applicants’.   
Successful candidates will be subject to the Scottish Legal Aid Board’s (SLAB’s) standard security checks which include the requirement for a current Basic Disclosure from Disclosure Scotland. 

The Job
The essential part of the role is to provide an efficient Secretarial and Administrative service. Audio typing is a strong feature of the role.
Job Accountabilities

· Prepare written material for the solicitors from copy and audio as required, ensuring a high quality of presentation

· Handle petty cash pay invoices as required and reconcile petty cash system on a monthly basis

· Input client and case details on the PDSO computer system

· Receive, sort and link incoming mail so that items are prioritised and prepared for the attention of the Solicitors/Administrator

· Act as the first point of contact for clients visiting and telephoning the office

· Input and collate statistical information

Main Duties and Responsibilities

· Handle copy and audio typing for Solicitors’ letters, reports, court forms etc., as required 

· Handle telephone calls on behalf of solicitors in their absence, record and pass on any messages

· Take incoming telephone calls, diverting calls as appropriate

· Maintain petty cash system to pay day-to-day minor outlays and accounting for the same

· Receive incoming mail, sort and prioritise for solicitors’ attention

· Operate fax machine to send and receive urgent information as required

· Maintain file/correspondence control system so that information held is up-to-date and may be readily retrieved

· Input client and case details on to the PDSO computer system

· Operate various diaries for cases and solicitors’ workloads etc.,

· Receive visitors; and refer clients to solicitors etc.

Contacts


(i)       Within the PDSO 



Managers – PDSO Business Manager and Head of Relevant Office

Regular contact with solicitors;  

Frequent contact with SLAB support service functions and other PDSO offices

(ii)
Outside the PDSO 



Contact with Solicitors, Procurator Fiscal, Courts, Clients etc.

Organisation chart








Essential Criteria
The following competencies and experience are key to performing the job successfully:-
· Strong audio typing skills/experience
· Good oral and written communication skills
· Speed and accuracy in typing (minimum 40 w.p.m)

· Proven personal computer experience
· Knowledge of filing and diary systems
· Experience of accessing and updating databases and/or case management systems
· Ability to work alone with minimum supervision
· Good time management skills

Qualifications

You must hold a minimum of SCE Standard or Ordinary Grade passes in English, Secretarial Studies and Maths and/or equivalent work experience. Please note that for 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.
Desirable Criteria 

· Experience of criminal law practise administration
· Knowledge/experience of legal aid 

· Previous experience of electronic case management systems

· Experience of customer service, ideally in an atmosphere that can be unpredictable

Additional Competencies 
In addition to the competencies and experience detailed above, the following competencies are also required to perform the job successfully:-
Self Management

· Be aware of your strengths and take personal responsibility for your own work
· Maintain consistency in your behaviour and accept responsibility for your actions
· Be open and responsive to constructive feedback about performance
· Seek the support of others when needed and identify your own development needs
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 
· Provide and accept constructive feedback and make a contribution to improve the performance of the team
Information Management and Communications

· 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
· 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
· Demonstrate a consistent ability to create and present records, data and other information that is accurate and timely
Customer Service

· Know who your internal and external customers are and have a good understanding of their needs and expectations
· Seek and listen to feedback from your customers
· Be helpful, friendly and professional with customers
Interview Expenses

Travel and subsistence expenses during the selection process are the responsibility of the applicant. 
Starting Salary
This job is graded as Grade 3 within SLAB which has a starting salary of £20,300 per year. 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, either as a result of pay progression within grade 3 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 PDSO opening hours (9am to 5pm). 
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