SCOTTISH LEGAL AID BOARD PUBLIC DEFENCE SOLICITOR’S OFFICE (PDSO) 
Person Specification and Job description for applicants
Head of Office
Glasgow
£41,370 - £48,810 
pro rata if part-time  
Please also refer to the information available for applicants on the Scottish Legal Aid Board’s (SLAB’s) 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 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 Saltmarket, Glasgow. 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. 

Successful candidates will be subject to the Scottish Legal Aid Board’s (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 will be required to complete and pass additional security checks. 

The Job
To manage and develop a PDSO office within a public service structure in accordance with SLAB’s management policies and procedures in addition to providing high quality criminal legal defence services in the summary and solemn courts.

Main Duties and Responsibilities
To ensure that the PDSO provides an excellent public service, is highly rated by its clients throughout the region and remains a cost-effective and efficient use of public funds. The role encompasses accountabilities in respect of both work as a manager and as a solicitor, involving the management of the caseload and the legal staff of the PDSO Glasgow office in the context of the wider PDSO network as follows:

1. Day-to-day office management:

· Manage all aspects of the day-to-day operation of the office, developing the business of that practice within the national framework of the PDSO 

· Report monthly to the Director on the performance of the office

· Assist in developing the operational framework and case load of the PDSO. (This includes developing relationships with help agencies and other organisations with an interest in criminal justice)
· Implement/maintain standard practices and procedures in line with SLAB policies as directed by management to ensure the maximum efficiency and effectiveness of the PDSO

· Manage legal staff within the office, including: work allocation, diary management, work completion, staffing issues, leave management, performance appraisal reviews, etc.

· Identify appropriate training issues for staff, implementing the training when required. Assist and participate generally in the training of staff within the PDSO. [This may include in relation to trainee solicitors within PDSO and other non PDSO (e.g. SLAB) staff] 

· Assist in ensuring proper standards for carrying out work, and conducting file reviews of solicitors
· Assist in and ensure compliance with core financial procedures and responsibilities in relation to office and casework expenses and payments

· Maintain individual performance statistics as developed and provide the Director of PDSO with suggestions for improvement on the operation of the PDSO, complying with SLAB procedures / management controls

· Demonstrate consistently an understanding of the principles of equality and take the lead that equalities issues are dealt with appropriately, both in the office and out of the office, to ensure that the PDSO service is accessible to all who are eligible to access it

2. Provide advice and representation to clients who are subject to criminal investigations or criminal proceedings

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

· Promote and work for the best interests of the client, ensuring the client receives a fair hearing 

· Provide the client with fearless, vigorous and effective defence, using all proper and lawful means to secure the best outcome for them
· Investigate or assist with the investigation of, clients’ cases to ensure that all matters are prepared to the highest standards

· Provide out-of-hours on–call cover on a rota basis, and represent PDSO clients in other jurisdictions throughout Scotland on occasions

 3.  Apply/adhere to practices, procedures and Codes of Practice to ensure the maximum efficiency and effectiveness of the PDSO

· 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 and other casework

· Apply standard practices and procedures at all times

4.  Build/maintain a client base within the area 

· Build effective relationships with clients and key contacts through appropriate contact; identifying with their issues; maintaining an efficient and professional service at all times; and helping to raise/maintain the profile of PDSO in the area

5.  Represent the PDSO in its relationship with outside bodies as required
· Build, maintain and promote effective relationships with other help agencies such as those in the advice sector and local support agencies 

Contacts
Internal: 
All PDSO staff, in particular the Corporate Services Manager (who will provide management of services to the office), the Director of PDSO and the PDSO Business Manager (who has line management responsibility for support staff)
External: 
Agent relationship with members of the public who become clients of the PDSO

Regular contact with the legal profession, in particular criminal defence solicitors

Regular contact with the Courts, Procurator Fiscal’s Office and the Police in the normal course of acting as a criminal defence solicitor

Contact with the Scottish Legal Aid Board concerning applications for legal aid
Organisation chart







Competencies and Experience Required

Essential Criteria

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

· Detailed knowledge of the Criminal Justice System and the legal aid legislation

· Highly developed skills as a criminal court practitioner

· A full, clean Driving license

· Excellent communication/presentation, facilitation and influencing skills 

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

· Excellent judgement – not only in the management of the office, but in conducting business with clients and other external relationships

· Good, effective leadership and people management skills

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

· Appreciation of the need for controls and maintenance of controls over processes, budgets, and expenditure; and the ability to know when to take action to ensure this.  

· Knowledge and skills to manage budgets
NB Applicants must have a recent (last 12 months) Standard clearance from Disclosure Scotland – either at the application stage, or 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 

· Previous experience in successfully managing or share-managing a business/law firm

· Previous experience working in a public sector organisation

· Experience of managing staff within a busy working environment

· Experience of managing budgets

· Computer literate in MS Word, Excel, time and case recording 

Additional Competencies 
In addition to the specific competencies listed overleaf, the following core competencies for Grade 7 roles within the PDSO and SLAB are also key to performing the job successfully:-

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.
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.
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.
· Be open and share information with customers and stakeholders and behave with impartiality, fairness and consistency.
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
Managing People & Performance 
· Communicate and agree measurable objectives with teams and staff, aligned with SLAB’s priorities
· Be approachable, listening to and giving feedback on performance
· Regularly talk face to face with individuals and groups to give support and recognition on performance
· Manage change and continuous improvement, dealing with resistance and conflict in a constructive way
· Engage and use HR experts to support learning and development and tackle poor performance
· Be self aware, understanding personal impact on others
· Actively manage own learning and development
Leading Others 
· Be honest, and realistic with staff, Directors  and SLAB, providing clear direction, focusing on strategic outcomes
· Work across department boundaries, sharing information and matching resources to priorities
· Be a visible leader who inspires trust, actively using teamwork to deliver objectives; and take responsibility for overcoming setbacks
· Communicate at all levels and with diverse groups and be able to present complex information clearly
· Deal with conflict constructively and take tough and unpopular decisions when appropriate.
· Promote change and innovation, supporting staff dealing with uncertainty
· Set an example in the commitment to and promotion of equality and diversity
· Listen to and act on feedback, always learning and being aware of impact on others
Project, Programme & Operational Management 

· Be aware of the wider political and sectoral environment
· Make cross-cutting connections between issues and departments
· Identify, engage and maintain relationships with all internal and external stakeholders
· Use communication strategies to present ideas in a clear and positive way
· Understand stakeholders’ needs, maintaining trust and credibility, and managing conflict for the benefit of all
· Seek feedback on the impact of your plans and decisions
· Use project management tools and work with project and programme management experts to carry out reviews
Analysis & Use of Evidence 
· Use analytical and management information to support decisions
· Organise and collate robust information from a variety of sources to support decision making
· Interrogate analysis to draw out key messages and findings
· Use evidence to assess, measure and evaluate projects
· Consider the wider impact on other policies and programmes
· Engage with analytical colleagues at appropriate stages of policy development
Financial & Resource Management – 
· Ensure that agreed objectives are delivered on time and within budget and delegated authority
· Work confidently and accurately with financial data in decision making
· Interpret trends and risks in financial and resource management reports
· Understand the wider public expenditure and financial decision making environment
· Set targets to improve the value achieved from resources
· Know when to engage and provide information to relevant Finance and Corporate Services professionals
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

August 2014
  (£)


	Band Min
	41,370

	
	43,850

	
	45,840

	Band Max
	47,630

48,810

	
	


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, 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. 

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
The standard working week is 37 hours in total with an unpaid lunch break of 36 minutes each day 

during PDSO 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 will include attendance at police stations outside normal business hours (9am and 5pm) and out of hours telephone advice to PDSO clients, potential PDSO clients and help agencies, on a rota basis as directed by the line manager. No additional pay or time off will be permitted for this necessary work.

Other Information

All Public Defence Solicitors, as part of their role, will be required to travel by car (or public transport where appropriate) on an occasional to regular basis, as a result of duty plans and to attend a number of courts or to visit other PDSO offices throughout Scotland, in which case they will receive the appropriate travel assistance & expenses related to this as considered appropriate by the Scottish Legal Aid Board. 

Depending on office location, some Public Defence Solicitors will be required to travel frequently to a number of courts, in which case access to a car may be provided. However, this provision does not form part of the contract of employment.







EDINBURGH





Director of PDSO


Business Manager


Legal Asst. to Dir. & BA


Solicitors (5)


Trainee solicitor


Secretarial Administrators (2-3)





AYR


 


Solicitors (3)


Secretarial Administrator (1)





FALKIRK


 


Solicitors (3-4)


Secretarial Administrator (1)





GLASGOW





Solicitors (4-5)


Secretarial Administrators (2)





INVERNESS





Solicitors (3)


Secretarial Administrators (2)











ORKNEY


 


Solicitor (1)





DUNDEE





Solicitors (3)


Secretarial Administrator (1)











