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	 Job Title
	 Secretarial Administrator


	 Grade
	 4

	 Starting salary
	 £32,570


	 Employment type
	 Full time, fixed term (12 months)

	 Directorate
	 Client Legal Services (CLS)

	 Department
	 Civil Legal Assistance Office (CLAO)

	 Location
	 Inverness


Information about the role
Provide efficient, high quality legal administrative and casework support to solicitors and heads of office across the CLAO network. In addition, the postholder will support the delivery of client-centred and trauma-informed legal services.
Main duties and responsibilities
· Audio and copy typing, drafting legal and other documents 
· Maintain and update case files within the case management system
· Assist solicitors by performing administrative, case related tasks
· Manage reception duties, dealing with client and contact enquiries
· Administer all incoming and outgoing mail through various communications methods 
· Process case documents including downloading, photocopying and scanning 
· Diary management 
· Process invoices and requisition goods or services through our internal purchasing system
· Use and monitor Legal Aid Online (LAOL)
· Assist the Network and Systems Coordinator with delegated tasks 
· Facilitate tasks including Health and Safety, First Aid and Fire Safety 
· Enable departmental training on administrative procedures, including work planning and allocation for new business support colleagues
· Other general office and administrative tasks as required.
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
· Speed and accuracy in typing 
· Excellent oral and written communication skills
· Competent in the use of IT, including Microsoft 365 applications
· Ability to work with a high degree of accuracy and attention to detail
· Ability to work alone with minimum supervision, if required, seeking assistance and guidance from peers and managers appropriately
· Excellent time management and organisational skills
· Excellent customer service skills
· A sound understanding of confidentiality and data protection.
Desirable criteria
· Experience of audio typing
· Experience in a legal environment 
· Knowledge of the civil/criminal justice system
· Experience of using spreadsheets, databases and/or case management systems
· Knowledge of filing and diary systems
· Flexibility to work in other office locations.
Criminal record check
For this post we require a Basic Disclosure Scotland. For more information about types of criminal record checks in Scotland, visit Types of disclosure - MyGov.Scot.
Qualifications
You must hold a minimum of five National Qualifications (or equivalent) including English, Maths, and an administration or secretarial subject. For National 5 and Standard Grades, only grades 1, 2 and 3 are acceptable. For Ordinary Grades, only grades A, B and C (1, 2 and 3) are acceptable. Other educational qualifications equivalent to these may also be acceptable. Equivalent relevant work experience may also be acceptable.
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 is accountable for own actions, health and wellbeing
· Aware of personal strengths, takes pride in performance at work and is responsive to constructive feedback
· Adaptable and embraces new ways of doing things, seeking the support of others when needed
· Identifies personal development needs and actively manages own Personal Learning Plan.
Teamwork
· Knows and understands the contribution the team makes to SLAB’s performance and Operational Plans
· Can be relied on to deliver agreed personal objectives and is aware of how their work connects with the work of others
· Builds networks and maintains good working relationships with colleagues, valuing their diversity and contribution, and is open to different points of view 
· Contributes views, ideas and experience to improve the team’s performance, offering and/or seeking practical help when necessary.
Customer service
· Understands internal and external customers and knows how their role fits into SLAB and the wider public sector
· Understands customer needs and expectations, and responds in a helpful and professional way
· Builds positive working relationships with customers and works to agreed timescales and quality standards 
· Takes responsibility to review and improve customer service, listening to and acting on feedback.
Information management
· Uses a range of corporate systems and is aware of security and organisational procedures
· Accesses, manages, stores and retrieves information through effective use of SLAB Information Systems
· Shares and presents information of all kinds in an appropriate format, accurately and on time
· Contributes to the continuous improvement of Information Management Systems.
Communications and engagement
· Contributes views, ideas and experience, identifying appropriate methods of communication and target audience
· Identifies and sources information to produce accurate numeric work and concise, well-structured written work using SLAB guidance
· Confident verbal communication, contributing ideas clearly and concisely
· Inquisitive and actively listens, responding appropriately and using clarifying questions to test understanding.
Starting salary
This job is Grade 4 within SLAB, which currently has a starting salary of £32,570. The current maximum of the Grade 4 scale is £35,810, 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 2025. Any future salary increases after 31 March 2027, either because of pay progression within Grade 8 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, 2 Castle Wynd, Inverness IV2 3EB.
Due to the duties and responsibilities of this role, it is essential that it is carried out onsite.
If you wish to learn more about us and our direct services, please visit our website. There is also information available in our General Information for Job Applicants document.
Further detail about CLAO work and locations is available on the CLAO 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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