Values and Behaviours

Job Description

Job Title:		Housing Lawyer 

Pay Grade:		W6 – W7
Directorate:		Governance and Corporate Resources

Team:			Legal Services	 

Reporting to:	Head of Legal Services

Responsible for: 	N/A

Job Purpose:
To be responsible for the conduct of Legal work in respect of matters arising from the Council’s Housing functions, and the provision of Legal advice and support to Chief Officers and their staff on such matters. 

Main Tasks:
1. To provide high quality Legal advice and assistance to client departments in an efficient and friendly manner 
2. To be responsible for a varied caseload in all areas of Housing work as required including possession proceedings, disrepair claims, standard anti-social behaviour matters and private sector housing matters. 
3. To conduct cases from the commencement of proceedings to their conclusion, including drafting pleadings, information, taking instructions, issuing proceedings, taking statements, affidavits, liaising with solicitors and the courts, instructing counsel as appropriate and appearing as the councils advocate on matters as directed. 
4. To appear on behalf of the Council before the Magistrates Court, County Court, High Court and any specialised tribunal, statutory or public inquiry.  
5. To give advice and assistance to the client departments on all aspects of Housing legislation, Anti-Social behaviour legislation and such other areas of law as required by the Director of Legal and Democratic Services or the Head of Legal Services. 
6. To demonstrate an in-depth knowledge of Housing law and Anti-Social behaviour law.  
7. To instruct outside Solicitors or Counsel, after consultation with the Director of Legal Services and/or Head of Legal Services. 
8. To give guidance on points of law and procedures in a competent manner to other staff in Legal Services or other client departments of the Council.  
9. To attend and report to meetings of Council committees, sub-committees and working groups as specified by the Director of Legal and Democratic Services/Head of Legal Services to give legal advice and assistance and to contribute to such projects as may arise from time to time.
10. Handling without supervision a caseload of the most complex matters including conduct of cases in courts and tribunals; within a specialist field of practice, providing advocacy and leading departmental projects
11. Identifying training needs within the client departments and providing training or facilitating training for the client departments 
12. Undertaking regular client liaison meetings with client departments and building and sustaining effective relationships with colleagues, clients and external contacts
13. Contributing to the creation and implementation of council policies and procedures, ensuring that they meet legal standards and best practices.
14. Work closely with senior managers, council officers, and other legal teams to deliver consistent and comprehensive legal services.

People Management:
· Supervision and mentoring of officers within the team including legal officers and trainees

Service Management:
· Responsible for developing services to other client departments

Financial Responsibility:
· Ensuring that where the Council can recover costs from others these are claimed and enforced as appropriate

Other Responsibilities:
· Ensuring compliance with all relevant legal and statutory requirements










Person Specification

	 Criteria
	 Standard
	E/D
	Measure

	Education & training
	· Admitted Solicitor of England and Wales, with a current practising certificate. 
Or
· A Barrister called to the bar of England and Wales
	E


E
	A


A

	Experience
	· Extensive working knowledge of housing law and civil litigation 
· Experience and good understanding of civil litigation in particular advocacy in civil matters in the County, Magistrates and High Court
· Experience and good understanding of housing law in particular defended possession cases, anti-social behaviour orders and disrepair claims.  
· Experience of working with elected members, officers and outside professionals at all levels.
· Ability to draft documentation accurately without constant supervision and to work on own initiative within established guidelines 
· Ability to work with, and influence, people at varying levels of seniority in the Council 
· Evidence of highly developed written and oral communication skills and excellent interpersonal skills at all levels. 
· Ability to work under pressure, conducting a high volume of cases against tight deadlines, with a strong delivery focus 
· Ability to work as part of a team
	E


E


E



D


E


E

E


E


E
	A/I


A/I


A/I



A/I


A/I


A/I

A/I


A/I


A/I

	Special Requirements
	
N/A

	
	



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


Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?

	 No

	Disclosure and Barring Service check required and level


	No


	Is this a Politically Restricted Post?


	No

	Does this role have emergency responsibilities?

	No
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	LINKED GRADE DESCRIPTOR

	Job Title
	Team + Pay Grade
	Duties/ responsibilities with reference to values and behaviours
	Probable Qualifications
	Indicative Experience

	Housing Lawyer 
 
 
 
 
 
 
	W6 
	Main Tasks: 
1. To provide legal advice to the Council, its officers and Members on any area of law and procedure relevant to the Council’s activities
2. To attend and act as an adviser on law and procedure to the Council’s committees and sub-committee and working groups and other meetings (as, and when, required)
3. To act as the Council’s legal adviser in its dealings with third parties
4. To deputise for the Head of Legal in his/her absence   
5.  Providing legal advice, drafting documents and notices, and conducting litigation (both civil and criminal) on a diverse range of matters relating to the Council’s functions as a housing authority.   
6. Instructing counsel in appropriate cases and monitoring the cost of such   instructions to ensure the council stays within budget
8. To assist with the supervision of the trainee solicitor and junior members of the team
9. To assist with legal casework in the Council’s other areas of influence
10. To carry out such other duties as may be required commensurate to this post. 
	Admitted Solicitor or Barrister of England and Wales, with a current practising certificate or eligible to apply for a practising certificate, a Barrister called to the bar of England and Wales  
	· Experience of conducting civil litigation in the County Court and High Court  
· Experience of conducting criminal litigation in the Magistrates Court and Crown Court  
· Experience of conducting advocacy in the  
County Court, Magistrates Court and Tribunals  
· Experience of advising at Licensing subcommittee hearings  
· Experience of advising at Planning committee meetings  
· Experience of dealing with and drafting Planning Agreements   
· Experience of drafting court papers (both civil and criminal matters)  
· Experience of working in a local authority legal office  
· Experience of working in a local authority legal office  
· Articulate and literate   
· Accuracy in drafting  
· Analytical and interpretative skills   
· Ability to work with, and influence, people at varying levels of seniority in the Council 

	Senior Housing Lawyer 
 
 
 
 
 
 
	W7 
	To move to W7 (Senior Solicitor) – it is necessary to demonstrate evidence of the following: 
1. Handling without supervision a caseload of the most complex/high profile matters criminal and civil litigation matters including conduct of cases in courts, tribunals and inquiries   
2. Undertaking advocacy in the Courts and Tribunals (as appropriate).     
3. Identifying training needs within the client departments and providing training or facilitating training for the client departments     
4. Undertaking regular client liaison meetings with client departments and building and sustaining effective relationships with colleagues, clients and external contacts    
5. Contributing to the creation and implementation of council policies and procedures, ensuring that they meet legal standards and best practices.   
6. Working closely with senior managers, council officers, and other legal teams to deliver consistent and comprehensive legal services.  
	As above but to move to W7 3 years post admission experience is required 
 
	Minimum 3 years post qualified experience 
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	[bookmark: _Hlk221118842]Teamwork
Working together across teams, partner organisations and communities to achieve shared goals.
	Honesty
Acting honestly and openly in all communications and decisions.
	Respect
Valuing diversity, treating everyone with dignity, and ensuring fairness.
	Innovation
Encouraging new ideas, continuous improvement, and embracing change with strength, flexibility, and a recognition that being better doesn’t have to cost money.
	Value-Led
Public Service is at our core; putting the needs of residents at the heart of decisions, focusing on meaningful outcomes and striving for excellence.
	Empowerment
Supporting staff to take initiative and influence their work, maintaining high standards of conduct, competence, and ethics.

	
Listen to each other, share knowledge and expertise to achieve our goals. 

Take responsibility and work proactively. 

Work collaboratively, building productive relationships, finding common ground and helping each other to achieve shared outcomes. 

Be united across teams, as a single organisation, without silos, to meet our residents’ needs.


	
Be transparent in our decision-making, proactively sharing explanations and building trust between the Council and residents/customers. 

Communicate openly, showing respect and understanding. 

Exchange reflections and constructive suggestions to improve the way we work, without blame or judgement. 

Be authentic and our actions match our words: we say what we mean, and we do what we say we will do.
	
Value new and different ideas and listen actively to all points of view, even if we disagree. 

Treat everyone (residents, customers, partners and staff) fairly and create an inclusive environment where everyone feels respected and are accountable. 

Embrace diversity, appreciating its benefits and getting the most out of its opportunities, so everyone feels valued and included. 

Take time to recognise, acknowledge and appreciate each other and celebrate successes, so we know our voices are heard and our actions are valued.
	
Challenge the status quo, embracing change and adapting to meet future demands. 

Continuously learn and develop, using data and experience, and listening to residents and customers, to recognise what’s working well and what we can do differently.

Maximise opportunities to improve; building on our existing skills, processes, infrastructure, technology and tools to be the best we can be. 

Encourage and welcome new ideas, discovering new ways of doing things, finding creative solutions to problems and turning uncertainty into opportunities.
	
Always keep our residents and customers in mind and are committed to delivering the best we can, while spending public money wisely.

Hold ourselves to high standards, acting as a role model. 

Live by our values and are focused on outcomes.

Prioritise wellbeing, leading with compassion and empathy.
	
Serve our residents and customers proactively and decisively, confident in our authority, autonomy and areas of expertise, and making courageous decisions. 

Support residents and customers to be as independent as possible, promoting self-service for those who want it, so we can provide greater support to those who need it.

Trust each other, and challenge unprofessional behaviour.

Actively create the environment and opportunities for learning and skills development, and each of us takes responsibility for making the most of them.



image1.png
WOKING

BOROUGH COUNCIL





