EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Trainee Solicitor
Department: Governance Services
Grade: Single Status 9
Responsible to: Training Principal / Supervising Lawyer
Responsible for:
Purpose of the Role:
The Legal Services Team provides advice and representation to East Sussex County Council and to wider public sector partners. The Team advises on a range of matters, including safeguarding vulnerable adults and children, employment, information, criminal and civil litigation, contracts and procurement and planning and highways. The Service is supported by a team of around 50 qualified and unqualified staff. 
The Trainee Solicitor will assist in the provision of legal services to the County Council and public sector partners, supporting in the provision of legal advice, the conduct of case work, undertaking research and provide briefings on legal issues.
They will provide a high quality legal service to client departments to enable them to implement decisions within the law and to protect the County Council against prosecution and challenge.
Key tasks:
1. Contribute effectively to the arrangement for providing legal and administrative support to the lawyers working in the team, including taking conduct of cases (under the supervision of a lawyer).
2. Ensure that the Senior Solicitor or any other lawyers working within the department (where appropriate) are at all times adequately informed of matters being dealt with by the post-holder and to assist as required with arrangements for monitoring the progress of the work.
3. Act upon instructions to carry out the objectives of client departments, utilising the post-holders skills, expertise and knowledge to full and lawful effect.
4. Advise client departments of legal and other consequences of proposed courses of action, so as to enable them to give or modify instructions effectively.
5. Undertake casework as required; particular areas of law may be assigned to the post but it is essential that the post holder should be able and willing to carry out a variety of legal work.
6. Prepare documentation such as witness statements, applications and bundles in connection with litigation cases, and draft agreements and other legal documents in non-contentious cases.
7. In appropriate cases, to represent the Council or specifically Legal Services, at meetings, hearings and tribunals, including providing advocacy and case management.
8. Participate in and contribute to the range of Departmental-wide activities and to look for and take up opportunities to develop a good understanding of how the Council operates.
9. Maintain a training record and adhere to any other Solicitors Regulation Authority (SRA) requirements of trainee solicitors. By the end of the training contract to have had sufficient experience, and demonstrated the range of skills and ability required, to enable qualification as a solicitor.
10. Participate in the development of quality systems for Legal Services and in particular the retention of accreditation under the Law Society’s Practice Management Standards (Lexcel).


Further Information
This is a fixed term training contract for a period of two years- a trainee will need to demonstrate continuous learning and development of skills throughout the contract which will be reviewed via regular supervision and appraisal.  The trainee will be required to cover at least three different areas of work each for a minimum period of 3 months, including a contentious and non-contentious topic, and to acquire an overall understanding of local government law. 
The precise arrangements for these areas of work will be agreed with the Training Principal. The trainee will carry out a range of legal tasks as required by an assigned supervisor within the relevant work area, in accordance with the requirements of other Services and where appropriate external clients.   The trainee will have his/her own caseload, or provide support to lawyers on their caseloads. 
Work will usually be undertaken in a normal office environment at County Hall using the appropriate equipment for the job as supplied by the employer but the trainee may have to attend Court, meetings at other venues and carry out site visits. With the agreement of the supervisor the trainee may be able to work from home on occasions if appropriate.  
The trainee must be able to work flexibly, combining the requirement to do their legal work with the necessary training and development of their legal skills.  The trainee will need to use IT provided to produce their own documents, letters and e mail and for legal research and case and document management. 
The trainee may need to work outside the normal working day and will be expected to occasionally work longer than their contractual hours when requested to be available to attend meetings, prepare for hearings and respond to any need for urgent legal work.                                                                                                                                
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Essential education and qualifications
1. University Degree (at least a 2:1)
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Ability to communicate orally and in writing, clearly,confidently and accurately
3. Analytical skills.
4. Legal research skills.
5. Self-management skills.
6. Willingness to work flexibly and to adapt to a changing environment.
7. Able to contribute to the work of a team and to work well with both legal and support staff.
8. Working knowledge of using email and word processing software such as Microsoft Office. 
9. Ability to learn effectively and put learning into practice quickly.
10. Understanding of the legal context of local government and how it is organised.
11. Experience of working in a legal practice.
12. Interpersonal skills and able to build relationships with others.
13. Able to contribute to Legal Services’ positive image.
14. Committed to working in a local government environment.
15. Understanding of equality issues in the workplace.
16. Ability to travel both within and outside the County as required.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	No

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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