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	 Job Title
	 Solicitor


	 Grade
	 6

	 Starting salary
	 £47,380


	 Employment type
	 Full time, fixed term (maternity leave cover, up to 12 months)

	 Directorate
	 Client Legal Services (CLS)

	 Department
	 Civil Legal Assistance Office (CLAO)

	 Location
	 Aberdeen


Information about the role
Manage a mixed and complex legal aid caseload by providing high quality, trauma-informed, independent legal advice and representation to clients within CLAO’s core areas of work. The role also requires the post holder to assist Heads of Office and support the delivery of CLAO’s other core legal services, including providing training to internal and external parties, covering duty solicitor tasks as required, and contributing to CLAO’s strategic and project work. 
The successful candidate will: 
· manage their own mixed and complex caseload
· provide appropriate, timely, and independent advice and representation
· support managers and colleagues to ensure the delivery of casework services across the CLAO network
· provide training, guidance, information, and opinions internally as well as to external organisations
· form effective links and referral mechanisms with solicitors in private practice and partner agencies
· participate in rotas to provide a duty solicitor service, second tier advice to partner agencies, and cover for CLAO helplines, as required and appropriate
· contribute to policy development on delivery of civil legal assistance.
Communications
Internal communications involve all CLAO staff – Head of Service, Heads of Office, senior solicitors, civil casework solicitors, and administrative/secretarial support – as well as regular contact with colleagues across the CLS Directorate and SLAB. 
External communications involve solicitor/client relationship with members of the public, as well as regular contact with the legal profession, courts and tribunals, advice and support agencies or partner member organisations/networks.
Main duties and responsibilities
· 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
· Assist the Head of Office in providing effective casework, peer support and guidance to colleagues to ensure the delivery of casework services, including complex casework, across the network 
· Participate in relevant duty solicitor schemes, including the Children’s Duty Scheme, as required
· Participate in rotas to provide a duty solicitor service and assist in the provision of second tier advice to partner agencies, and cover for CLAO helplines, as required and appropriate
· Help develop and deliver CLAO and CLS training and induction programmes, resources, and materials for both internal and external parties
· Assist in the development of effective working relationships with solicitors and other agencies
· Contribute to and assist managers with the delivery of strategic project work and CLS working groups, as required
· Represent SLAB in relations with outside agencies, where appropriate
· Assist the Head of Office in the discharge of his/her responsibilities, for example work allocation, diary management and supporting more junior team members, as reasonably required
· Carry out work in accordance with SLAB and CLAO policies and procedures; contribute where required to the development of those policies and procedures and participate fully in SLAB’s performance review process.
Person specification
You will be asked in your personal statement to provide evidence as to how you meet the essential and desirable criteria listed below:
Essential criteria
· Sound knowledge of the civil justice system and legal aid legislation
· Existing civil court experience and strong advocacy skills
· Experience of at least one of the following: child law (children’s hearings, child protection, permanence and adoption, section 11 orders); housing (eviction, mortgage repossession, disrepair), homelessness, mental health, AWI, debt and/or benefit appeals
· Experience of working with vulnerable client groups, for example children, women experiencing domestic abuse, people experiencing mental health problems or offenders
· Highly developed communication skills
· Strong client/customer awareness
· Well organised, with the ability to work well under pressure whilst dealing with often urgent and complex casework
· Ability to work independently, seeking assistance and guidance from peers and managers appropriately
· Knowledge of IT in a day-to-day legal context including use of email, Microsoft suite, time and case recording
· Excellent legal research skills
· Self-motivated, with strong planning and organisational skills
· A full, current, valid driving licence.
Desirable criteria
· Trauma-informed accreditation
· Experience in or knowledge of voluntary sector advice provision
· Experience in developing or providing training
· Robust IT skills including the ability to use IT to self-generate work material effectively and efficiently
· Good awareness/understanding of equalities and diversity issues.
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.
Self-awareness 
· Responsible for personal behaviour and accountable for own actions, health and wellbeing
· Aware of personal strengths, takes pride and responsibility for performance at work and is responsive to constructive feedback
· Adaptable and embraces new ways of doing things, contributing ideas and energy to continuous improvement
· Takes control of personal and professional development, actively managing own Personal Learning Plan and supporting the development of others when needed.

People management  
· Prioritises and agrees objectives aligned with the Operational Plan to engage staff, maximise adaptability and build 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 using constructive challenge, feedback and coaching skills, seeking support and advice from HR professionals when needed
· Aware of impact on others and creates a positive environment for innovation, learning, health and wellbeing.


Communications and engagement   
· Engaged and credible with stakeholders with connections to a range of internal and external networks
· Communicates clear and creative ideas that meet the needs of a range of audiences, ensuring objectives and outcomes are achieved
· Produces concise, clear, well-structured written work using SLAB guidance
· Considers and communicates the impact of decisions on wider policies and programmes.

Improving performance 
· Demonstrates ongoing use of relevant performance improvement tools and techniques, including skills development
· Uses Programme and Project Management Principles effectively and proportionately 
· Adapts quickly to fit skills and resources to changing circumstances and expectations
· Applies risk management principles to decision-making, controlling opportunities and threats to achieving objectives.
Analysis and use of evidence 
· Use evidence to assess, measure and evaluate projects and policies, considering the impact on other policies and government outcomes
· Engage with analytical specialists at appropriate stages of policy and programme development
· Interrogate analytical and management information to draw out key messages and findings to support decisions
· Organise and collate robust information from a variety of sources in decision-making, sharing knowledge and information across the wider system.

Financial management
· Uses accurate and relevant financial data to create objectives and targets relevant to budget responsibilities
· Takes responsibility for the monitoring and controlling of expenditure
· Understands and applies the principles of Budgeting, Financial Management and Resource Accounting outlined in the ‘Scottish Public Finance Manual’
· Maintains regular contact with relevant finance staff, and knows when to seek advice from audit, risk, procurement and finance professionals.
Starting salary
This job is Grade 6 within SLAB, which currently has a starting salary of £47,380. The current maximum of the Grade 6 scale is £55,260 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 6 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.
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 Aberdeen, The Annexe, Migvie House, 23 North Silver Street, Aberdeen, AB10 1RJ.
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, please 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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