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Job Description

Job Title:		Trainee Solicitor		

Pay Grade:		W2	

Directorate:		Corporate Resources	

Team:			Legal and Democratic Services	

Reporting to:	Head of Legal Services   	

Budgetary Responsibilities: 

Job Purpose:

To train as a solicitor by working in at least three distinct areas of law, both in contentious and non-contentious areas of work, and to gain admittance to the role of solicitors. Supporting the Head of Legal Services and the Director of Legal and Democratic Services to provide a comprehensive, efficient and effective service and assisting Legal Services with cases, providing support across the Council’s legal functions. 

You will undertake a personal caseload appropriate to qualifications/experience and work independently and as part of a team to provide a high-quality marketing communications service which meets Woking Borough Council’s corporate vision, priorities and objectives. 


Main Tasks:

1. To carry out research and advise on all aspects of local government law and practice. 
 
2. To keep up to date with developments in all aspects of local government law. 
 
3. To undertake conveyancing of all kinds, including advice, acquisitions and disposals of land, the grant, taking and modification of leases, easements, licenses and wayleaves. 
 
4. To undertake work related to town and country planning matters including advice, the preparation of statements of evidence of planning appeals and enquiries, the preparation issue and services of orders and notices and the completion of planning agreements. 
 
5. To undertake the preparation of building and engineering agreements and other contracts. 
 
6. To undertake any work related to litigation in which the Council may become involved including the drafting of proceedings and obtaining evidence for proceedings in the Magistrates’ Court, County Court, the High Court and Employment Tribunals, instructing and attending upon Counsel and attending Court. 
 
7. To assist with the licensing functions of the Council and to give advice to members and officers. 
 
8. To assist with the corporate functions of the Council including advising on information and corporate law and to draft any documentation required. 
 
9. To attend such meetings including those of the Council, its Executive, Committees, Sub-committees and Panels as the Head of Democratic and Legal Services may require. 
 
10. To represent the Council Solicitor or a Principal Solicitor as required in proceedings, internal and external meetings and to establish good working relationships with other departments and outside bodies. 
 
11. To maintain a record of all training and development undertaken. 
 
12. To undertake such other tasks commensurate with the post holder’s experience and qualifications as may be allocated from time to time by the Director of Legal and Democratic Services. 


People Management: N/A

Service Management: N/A

Financial Responsibility: N/A

Other Responsibilities: N/A




Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Degree (2:1 or above) or equivalent. 
· Successful completion of Legal Practice Course 
· Completion of Legal Practice Course at Distinction or Commendation level

	E
E


D
	A/I
A/I


A/I

	Experience
	· Experience of working in a legal service or law practice office environment 
· Experience of working with IT on a regular basis including Microsoft Office and online resources 
· Experience of working with a legal case management system such as Iken 
· Ability to manage workload effectively 
· Commitment to quality and personal accountability in all areas of work 
· Effective team working as well as ability to act effectively on own initiative 
· Demonstrate a logical and practical approach to problem solving 
· Ability and willingness to use initiative when faced with non routine situations or requests 
· Demonstrate a good attention to detail 
· Demonstrate a willingness to undertake all tasks, prepared to go the extra mile 
· Effective verbal and written communication skills 
· Ability to relate to and work with people at all levels and communicate effectively to a variety of audiences 
· Ability to develop and maintain effective relations with Members, officers and the public 
· Ability to work under pressure and meet tight deadlines

	D

E


D

E

E
E

E

E


E
E

E

E


E


E
	A/I

A/I


A/I

A/I

A/I
A/I

A/I

A/I


A/I
A/I

A/I

A/I


A/I


A/I


	Special Requirements
	· Attendance at occasional evening meetings 
· Evening and weekend work

	E
E
	I
I



Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	No
	If yes, what level?
	Choose an item.
	Is this a Politically Restricted Post?
	Choose an item.
	Does this role have emergency responsibilities?
	Choose an item.	Choose an item. 





Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	1

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	1



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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