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	 Job Title
	 Senior Solicitor


	 Grade
	 7

	 Starting salary
	 £57,420


	 Employment type
	 Full time, Fixed term (12 months)

	 Directorate
	 Client Legal Services (CLS)

	 Department
	 Civil Legal Assistance Office (CLAO)

	 Location
	 Edinburgh


Information about the role
Manage a legal aid caseload consisting of a high volume of specialist and contentious cases by providing high quality, trauma-informed, independent legal advice and representation to clients within CLAO’s core areas. 
The role also requires the post holder to support the Head of Office with day-to-day operations, and to provide general and specialist casework support to solicitors across the network to assist the development of CLAO’s strategic priorities.  
Reporting to and assisting their Head of Office, a senior solicitor will: 
· manage a complex caseload consisting of a high volume of specialist and contentious cases with minimal supervision 
· provide appropriate, timely and independent advice and representation to clients
· participate in rotas to provide a duty solicitor service, second tier advice to partner agencies, and cover CLAO helplines, as required
· support managers to ensure delivery of specialist casework services across the network by providing effective solicitor support and court cover, as required
· assist managers in delivering CLAO’s business objectives and day-to-day office management 
· help coordinate and manage CLAO’s strategic work, such as our Child Law Hub, our Court of Session and Sheriff Appeal Court agency work, our external training programmes, and our Homeless Helpline
· help managers develop CLAO’s strategic case and project work capabilities
· assist the development of effective links and referral mechanisms to solicitors in private practice and other agencies
· develop and deliver CLAO and CLS training programmes to internal and external parties
· Represent CLAO and SLAB (where appropriate) in relations with outside agencies.

Main duties and responsibilities
Provide a client service:  
· represent clients in civil and children’s legal assistance cases in accordance with all professional and ethical standards, and obligations to provide:
(i) a quality assured service
(ii) in an effective and efficient way
· manage a high-volume caseload with minimal supervision, of which a large proportion will consist of specialist and highly contentious cases, such as proceedings within the Court of Session and/or Sheriff Appeal Court, novel points of law, representation at multi-day evidential hearings, , actions involving equalities and/or compensation claims primarily in the area of housing and homelessness (for example; evictions, mortgage repossessions, disrepair claims, homelessness judicial reviews) participate in rotas to provide a duty solicitor service, second tier support to partner agencies and cover CLAO helplines, as required 
· participate in relevant duty solicitor schemes, including the Children’s Duty Scheme, as required
· carry out work in accordance with SLAB and CLAO policies and procedures by contributing, where required, to the development of policies, procedures and corporate initiatives, and participating fully in SLAB’s performance review process. 

Provide specialist casework and network support: 
· carry out specialist and/or contentious casework on behalf of the network, as required 
· provide both general and specialist casework support, cover, guidance, supervision and mentoring to solicitors, including trainees and newly qualified solicitors, as required 
· ensure solicitors are kept up to date in relation to legal developments and how these might impact service delivery 
· assist managers with staff training, including staff inductions and supporting new colleagues
· Help develop CLAO’s strategic case and project work capabilities by developing internal training, resources, legal opinions, guidance, plans and processes, as required. 

Assist Heads of Office in day-to-day office management by: 
· reviewing work allocation and rotas
· assessing diary management
· evaluating work completion
· supervising work, including trainees, and ensuring Law Society compliance
· processing complaints, SARs and FOIs
· representing SLAB in relations with outside agencies, where appropriate
· contributing to the ongoing development of partnership working with outside agencies to support the ongoing development of long-term strategic goals
of the Scottish Government. 

Assist coordination and development of strategic work:
· help managers coordinate and plan the delivery of CLAO’s strategic work 
· develop processes, procedures, toolkits, communication materials and training to support and expand the day-to-day delivery of CLAO’s strategic work (under the supervision of the Head of Office/Head of Service) 
· provide data and other insights to inform decisions about the development and ongoing delivery of CLAO’s strategic work
· contribute to CLAO and CLS working groups and assist managers with progressing relevant actions, as required 
· prepare legal opinions, reports and responses to consultations, as required.  
Person specification
You will be asked in your personal statement to provide evidence to show how you meet the essential and desirable criteria listed below.
Essential criteria:
· in depth knowledge of the civil justice system, legal aid legislation, and publicly funded work  
· extensive civil court experience and robust advocacy skills
· significant expertise in at least one of the following: housing (eviction, mortgage repossession, disrepair), homelessness, child law (children’s hearings, child protection, permanence & adoption, section 11 orders); mental health, AWI, debt and/or benefit appeals
· excellent technical legal skills
· ability to work independently, only seeking assistance and guidance from peers and managers appropriately
· highly developed communication, facilitation and influencing skills; able to build effective relationships with people, including clients and contacts of the service, some of whom may have difficulties communicating or be vulnerable in other ways, as well as with colleagues at all levels, and other professionals
· excellent judgement in conducting business with colleagues, clients and others
· good, effective skills in managing or supervising others
· experience of providing training to internal and external parties
· some experience of developing and delivering services or projects 
· excellent legal research skills
· knowledge and experience in the use of IT in a day-to-day legal context, including use of email, internet, Word, Excel, video conferencing, time and case recording
· a willingness and ability to travel throughout the CLAO network, as required
· well organised with the ability to work well under pressure whilst dealing with often urgent and complex casework.

Desirable criteria:
· trauma-informed accreditation 
· experience of managing or supervising others within a busy work environment
· knowledge and experience of all CLAO’s areas of core casework 
· experience in or knowledge of voluntary sector advice provision 
· good awareness and understanding of equalities and diversity issues
· robust IT skills, including the ability to use IT to self-generate work material effectively and efficiently
· experience of Court of Session and Sheriff Appeal Court work. 
· a current, valid driving licence.
Criminal record check
For this post we require a PVG. For more information about types of criminal record checks in Scotland, visit Types of disclosure - mygov.scot.
Qualifications
An enrolled solicitor with a full, post-qualified and unrestricted practising certificate* from the Law Society of Scotland. 
* Normally a full practising certificate is required, but we may consider a restricted practising certificate depending on the circumstances surrounding these restrictions.
Competencies required
In addition to the essential and desirable criteria above, the following competencies are also required for the role.
People management    
· prioritises and agrees objectives aligned with Operational Plans to engage staff
· responds to change and builds capacity to deliver 
· credible with staff, creating conditions to build confident effective teams that empower, value and motivate people, managing workload and equalities 
· raises performance issues using constructive challenge, feedback and coaching skills, seeking support and advice from HR professionals when needed
· self-aware, recognises impact on others and creates a positive environment for innovation, learning, personal resilience, health and wellbeing.
Leading others     
· communicates a clear vision which supports actions and engages others
· takes responsibility to deliver consistent services, managing risk and resources to support continuous improvement
· promotes collaborative working and can respond creatively to tough challenges
· actively manages authorising environment, making connections across boundaries to build strong networks and partnerships.
Communications and engagement 
· Contributes to and develops clear, creative and detailed policy communication strategies to achieve outcomes
· Manages internal and external relationships, creating positive networks and maintaining trust and credibility
· Knows when to engage with Communications specialists and considers the impact on other policies and programmes across SLAB and the wider system
· Communicates complex information clearly, presenting strategic ideas in a clear and positive way. 
Improving performance  
· uses relevant tools, techniques and skills development to facilitate continuous improvement
· understands Programme and Project Management Principles, using effectively and proportionately
· adapts quickly to fit skills and resources to changing circumstances and expectations
· maintains and promotes risk management processes to improve strategic planning and resource allocation.
Analysis and use of evidence 
· develops policy options and decisions, using a range of evidence and research, to ensure polices are aligned to outcomes
· uses relevant evidence, recognising validity and limitations, in evaluation and assessment of risks against desired outcomes, engaging analytical specialists appropriately
· captures and securely organises knowledge and information for wider use across the organisation
· shares knowledge and information across the wider system to obtain best value across the wider public service.
Financial management 
· interprets and uses accurate financial data to inform decision-making, investment appraisals and risk management implications
· delivers objectives within budget, applying procurement policies and procedures, and knows when to seek advice from audit, risk, procurement and finance specialists
· sets targets to improve the value achieved from resources, utilising financial data in business cases for change and monitoring outcomes using performance measures
· understands wider public expenditure and financial decision-making environment outlined in the policies of the ‘Scottish Public Finance Manual’.
Starting salary
This job is Grade 7 within SLAB, which currently has a starting salary of £57,420. The current maximum of the Grade 7 scale is £66,540, payable after five years, assuming standard progression through the grade. Progression is subject to satisfactory performance. 
These figures are based on SLAB’s current pay position, which covers a two-year pay period from 1 April 2023. Any future salary increases after 31 March 2025, either because 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 pay policy.
Working pattern
The standard working week is 35 hours, totalling seven hours each day. Flexible working may be available but should be discussed.
The work of this role will be based in Edinburgh, and you will generally be required to work from the Edinburgh office a minimum of two days a week, subject to business needs. From time to time, you may also need to travel to geographic locations covered by other CLAO and PDSO offices. 
If you are applying for a full time position on a part time basis (less than 35 hours per week), please give details of the number of hours and pattern of part time work you would be interested in. 
Other information
Your permanent place of work is located at: 
CLAO Edinburgh, Thistle House, 91 Haymarket Terrace, Edinburgh EH12 5HE.
At SLAB, we have adopted a hybrid approach to working, which grants individuals the flexibility to choose their work location based on suitability, business requirements and job role. We recognise the importance of supporting our employees with maintaining a healthy work-life balance and provide flexible working arrangements that facilitate this goal.
If you wish to learn more about us and our direct services, visit our website.
Please note that this information is provided for guidance only and does not form part of the conditions of employment.
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