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JOB PROFILE

JOB DESCRIPTION
Job Title:			Legal Administration Officer (Lexcel) 		
Pay Grade:			W2
Team:				Legal and Democratic Services
Function:			Legal Services
Responsible to:	      	Head of Legal Services 
Job Purpose:	

To provide efficient and effective administrative support to the Legal Team and to lead on and support it in securing and maintaining
 Lexcel accreditation to assist it in delivering a high quality, comprehensive legal service to the council.  

Key Area:

US - An Innovative, Proactive and Effective Council
We will look ahead and along with our partners seek opportunities to shape and improve the services provided to the community, by:
· Communicating well, listening to the community and working with others to deliver services efficiently and effectively;
· developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services;
· giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.

Main tasks:


1. To liaise with team members, third parties including Lexcel consultants and assessors.

2. To carry out all administration associated with preparing the team for Lexcel assessment and accreditation and thereafter maintaining all documentation   and ensuring all procedures are following to maintain it. 

3. To undertake file opening and closing, compliance checking, filing and file management and overseeing the updating/ reorganisation of the Council’s deeds store.       

4. Responding to emails in the group Legal Services email account

5. Assisting with the completion of Lexcel monitoring information including assessing client department satisfaction with the department. 
 
6. To respond to all types of correspondence and enquiries, ensuring accurate filing of documents, photocopying and scanning 

7. Answer telephone calls in a polite and professional manner, assessing the level of client need and prioritising work requests. . 

8.  Processing invoices and make payments as required.  

9. Use of IT systems to include Office 365, IKEN case management system, Integra invoicing system 

10. Undertake any other duties at a level appropriate to the post.

















































PERSON SPECIFICATION
Job Title: Legal Administration Officer (Lexcel) 

	  Criteria
	 Standard
	E/D
	Measure

		Education & 	training
	· GCSE Maths & English or equivalent (A-E)  probationary period
· Training in Legal administration
	E

D
	A

A

		Experience
	· Legal administration
· Providing high quality administrative support to a busy team
· Experience of providing excellent customer service 
	E
E

E


	A/I
A/I

A/I



		Special
  Skills
	· Excellent attention to detail
· Excellent communications skills – able to communicate clearly, appropriately and confidently with a wide range of people, in person, by telephone and by email
· Ability to multi task and prioritise effectively
· Excellent IT skills (Outlook, Word, Excel)
· Organised
· Ability to work as part of a team 
· Ability to work on own initiative
· Use of a legal case management system
	E
E



E
E
E
E
E
D
	A/I
A/I



A/I
A/I
A/I
A/I 
A/I
A/I

		Motivation
	· Desire to provide excellent customer service
· Motivated to see a task through to completion
· Motivated to support the team and help out wherever possible
	E
E
E

	I
I
I


		Personality
	· Flexible
· Reliable  
· Strong team player
· Confident
· Quick learner
· Self-motivated
· Innovative and keen to improve processes and the customer experience
	E
E
E
E
E
E
E
E
	I
I
I
I
I
I
I
I

	Special Requirements
	· To work flexible hours to suit the operational needs of the organisation.

	E
	I


Key:E = Essential, D = Desirable, A = Application Form, I = Interview
Candidate Screening: Rehabilitation of Offenders Act 1974 doesn’t apply
Disclosure and Barring Service check: Standard
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Woking Borough Council Role Map

Job Title: Legal Administration Officer (Lexcel) 

Team: Legal & Democratic Services
 
Function: Legal Services

	Behaviours
	Level required

	Shaping our Future
	1

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	1

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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