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JOB DESCRIPTION

Post:


Family Solicitor
Responsible To:
Senior Family Solicitor
Hours:

35 hours per week 
Salary:

NJC Spinal Point 38 - £36,907
DUTIES & RESPONSIBILITIES

1. Job Purpose
1.1 To provide legal advice and assistance to Litigants in Person (LIPs), in the area of Family Law particularly care work
1.2 Be the supervisor for our Legal aid contract which will focus on domestic abuse cases

1.3 To provide support service to family legal volunteers.

1.4 To contribute to our national consultancy service including CourtNav and Refuge
2. Casework Duties and Responsibilities 

2.1     Deliver advice through both our legal aid contract and our pro bono 

scheme which will include advising clients of their rights and responsibilities and on legal procedures, and preparing cases for and representing clients at the relevant court.

2.2     To ensure that all advice, assistance and representation complies    

          with the requirements of the Legal Aid Agency (LAA). 

2.3 
To maintain an up-to-date knowledge of relevant changes in law and   policy and undertake training as required.

2.4      To meet agreed billing and contract targets.

2.5      To manage own workload. 
2.6 To keep accurate case records and use the appropriate case management systems.

2.7 To carry out regular file reviews and provide casework supervision as needed and in turn, participate in being supervised and appraised.

2.8 To work as part of a team including volunteer legal assistants.

2.9 To participate in staff and team meetings.

2.10 Work within the policies of the Bureau including the Equality and Diversity policy.

2.11 To undertake other duties as may be identified and which are generally compatible with the functions of the post.

Person Specification

Essential

1. A minimum of three years’ experience of family law including care work and domestic abuse cases 

2. Appropriate legal qualifications to supervise family casework under an LAA contract.

3. Experience of working under a Legal Aid Agency Contract specification for Public Funding (Legal Aid) and Legal Help and meeting billing targets.

4. Ability to work effectively in small team including self-supporting administration 

5. An ability to manage a varied caseload.

6. An ability to raise income by use of LAA funding of cases and cost claims.

7. A commitment to deliver face-to-face advice services to vulnerable and disadvantaged clients.

8. A commitment to the Bureau’s Diversity and Equality Policy.

9. Word processing and IT skills to use the case management system and willingness and ability to dictate letters/briefs. 

10. An understanding of and commitment to professional advice standards including conflict of interest and client confidentiality.

11. An ability to prioritise your workload with the minimum of supervision.

12. Good interpersonal skills and the ability to work well in a team, encourage effective team work and maintain effective working relations with other teams. 
Desirable 

Membership of the Law Society’s Children Law Accreditation Scheme or

A Resolution Accredited Specialist in Domestic Abuse.
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