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	 Job Title
	 Assurance Assistant


	 Grade
	 1

	 Starting salary
	 £12,905 (pro rata of a full time equivalent salary £25,810 per year)


	 Employment type
	 Permanent, part time (17.5 hours a week)

	 Directorate
	 Operations

	 Department
	 Civil Finance – Assurance

	 Location
	 Edinburgh


Information about the role
To provide an efficient administrative service to the Assurance team. 
Reporting to the manager, you will undertake office administration duties and support service within the small Assurance team, liaising closely with the manager, assistant manager, three senior assurance officers and four assurance officers daily about workloads and schedules. 
Due to the nature of the work within the team, you will also have occasional contact with members of the other teams and departments within the Operations directorate of SLAB.
Main duties and responsibilities
· Access and maintain electronic files/correspondence/electronic database records so that information held is correct, up-to-date and may be readily retrieved
· Prepare incoming and outgoing correspondence and files, ensuring that efficient and confidential support is provided
· Sort and assign daily scanned mail
· Manage the Means Objection Task work queue, ensuring tasks are processed timeously 
· Manage the distribution of new casework to the Assurance team while considering individual workloads and complex casework currently being undertaken 
· Act as first point of contact for Assurance
· Handle telephone calls, record and pass on any messages for appropriate attention
· Input data into Excel spreadsheets for record keeping and analytical purposes
· Run database reports when required for specific information retrieval 
· Maintain diaries as required, with efficient bring forward controls
· Scan documents into Assurance investigation folders, where appropriate 
· Undertake other administrative duties which support the functioning of the team, 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
· Good communication skills
· Proven personal computer experience including keyboard skills and knowledge of Microsoft packages 
· Knowledge of filing and diary systems
· Good organisational skills
· Currently studying (or due to start) the Diploma in Professional Legal Practice – see Charlotte reflects on placement as Assurance Assistant ahead of traineeship.
Desirable criteria
· Experience of accessing and updating databases and/or case management systems
· Experience of customer service
· Ability to work alone with minimum supervision
· Awareness or experience of office administration.
Criminal record check
For this post we require a Level 1 Disclosure Scotland check. 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 and a subject which clearly indicates competency in figure work such as Mathematics, Accounting & Finance, Arithmetic, Bookkeeping, Statistics, Physics or Science. 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 and responsibility for performance at work and is responsive to constructive feedback
· Adaptable, contributes to 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  
· Knows and understands internal and external customers and 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 standards of quality
· 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/sources information to produce accurate numeric work and concise, well-structured written work using SLAB guidance
· Verbal communication is confident, contributing ideas concisely
· Inquisitive and actively listens, responding appropriately and using clarifying questions to test understanding.
Starting salary
This job is Grade 1 within SLAB, which currently has a full time starting salary of £25,810. The current full time maximum of the Grade 1 scale is £27,280, 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 1 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. 
This position is 17 hours 30 minutes a week. Flexible work may be available but should be discussed.
Other information
Your permanent place of work is located at: 
Thistle House, 91 Haymarket Terrace, Edinburgh EH12 5HE.
At SLAB, we have adopted a hybrid working approach that gives employees flexibility.  Where there is a business need, this post holder will work from the office however, we recognise the importance of supporting a healthy work–life balance and offer flexible working arrangements to help employees achieve this.
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.
[bookmark: _Charlotte_reflects_on]Charlotte reflects on placement as Assurance Assistant ahead of traineeship
Charlotte joined us in December 2024 on placement as an Assurance Assistant. She leaves on Thursday 9 April to begin her civil traineeship, and we wanted to reflect on the value of her time with us. Her experience reinforces the benefit of offering admin roles to Diploma in Legal Practice students, giving them meaningful legal work exposure and helping reduce barriers to entry.
Paul Hedges, Assurance Manager.
So, Charlotte, how would you rate your overall experience during your placement?
I thoroughly enjoyed my time as Civil Finance Assurance Assistant. The work was interesting and gave me real insight into SLAB’s behind the scenes processes, the challenges involved in supporting legal aid applications, and the efforts taken to protect the Fund.
What were your main responsibilities during the placement?
I focused on administering incoming representations and correspondence. I allocated weekly representations, issued Mandate Requests, and supported the Assurance Officers during the successful ‘Jan-U‑Ready' exercise, which significantly reduced outstanding casework.
I was also involved in proactive exercises, including one that highlighted gaps in the legal aid application process. This helped us work with solicitors to better explain requirements for certain aid types.
To what extent did the role meet your expectations?
The role exceeded them. I learned not only about SLAB but the wider legal aid system. I developed stronger communication skills through work with colleagues and correspondence with solicitors. Being part of such a supportive team really made the experience.
What aspects of the experience did you find most valuable?
Gaining a solid understanding of legal aid applications and court work. The Assurance team shared their knowledge generously, and CPD courses helped deepen my learning. This will be invaluable as I start my traineeship.
Any other knowledge or skills you gained?
I gained practical office experience I didn’t have before. Managing and updating the case management system improved my organisational skills and confidence, which will certainly help in my traineeship.
Was there a specific task or project that contributed most to your development?
The A&A Proactive exercise. Since my traineeship is with a civil firm, the insights I gained, especially around verification rules and the relationship between SLAB and solicitors, will be extremely useful.
How well were you supported by your supervisor and the team?
Exceptionally well. Expectations were always clear and the whole team was available whenever I had questions. My mentor was also fantastic; we met weekly to discuss any uncertainties.
Was your onboarding experience and training sufficient?
Very much so. The training materials were detailed and accessible, and even as guidance evolved, the team kept me up to date. When we moved to M365, the indexed and colour-coded training resources made everything easy to find.
How relevant do you think this experience will be for your future career?
It has given me a strong understanding of SLAB’s work and of legal aid solicitors’ responsibilities. I’ve always wanted to work in legal aid (my dissertation was on legal aid), so this experience has given me a real head start. I’ve also gained skills in case management and a better understanding of civil finance and the justice system.
What was the most rewarding part of your time on the Assurance team?
Seeing the impact of our team’s work on last year’s potential savings. It was rewarding to see the results of everyone’s hard work.
What challenges did you encounter?
My lack of office experience made the start challenging, and working from home felt daunting at first as I didn’t want to interrupt anyone with questions! But this improved quickly as I gained confidence, and I’ve really enjoyed remote working.
Has your experience changed your view of legal aid?
Yes. I’ve realised how little legal aid is taught at undergraduate level. Many students don’t know, for example, that applicants may contribute to their case costs. This role has given me a much clearer understanding.
Manager’s reflection
It’s been fantastic to see how well this opportunity worked out for Charlotte and how valuable she found the experience. From day one, she was a natural fit, enthusiastic, curious, and genuinely committed to understanding legal aid and the wider justice system. 
We’ll be sad to see her go, but we know an exciting and successful legal career awaits her.
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