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	If staff have any queries they can contact the following people:
Name

Job Title

E-mail

Phone Number

Sarah McCombie
Interim Project Director
Sarah.mccombie@lincolnshire.gov.uk 
01522 552593
Elaine Pepper
HR  Manager, West Lindsey DC
Elaine.Pepper@west-lindsey.gov.uk
01427 676577
Jean Pattison
Personnel Service Manager, North Kesteven DC
Jean_pattison@n-kesteven.gov.uk
01529 308304
Katharine Nundy
HR Manager, Boston BC
Katharine.nundy@boston.gov.uk
01205 314274
Norman Paskin
Organisational Development Manager (People), South Holland DC
NPaskin@sholland.gov.uk
01775 764638
Tony Lascelles 

Head of Professional services, East Lindsey DC

tony.lascelles@e-lindsey.gov.uk
01507 329410
Dawn MacDougall
HR Advisor, Lincolnshire CC

dawn.macDougall@hbs.uk.com
01522 836709
Katy Nevitt

Shared services co-ordinator

Katy_Nevitt@n-kesteven.gov.uk
01529 308290  

http://www.lincssharedservices.co.uk/
Additional Documentation
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Appendix 2 –Job Description – Practice Director  
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Appendix 2 -  Job Description – Practice Director   

	LINCOLNSHIRE COUNTY COUNCIL

	JOB DESCRIPTION      


	DIRECTORATE:
Resources

	Division/Section/Branch:

Legal Services

	Service/Sub-Divison:


	

	JOB TITLE:
Practice Director of Lincolnshire Shared Legal Services


	SAP Position No:


	REPORTS TO : Director of Resources


	1.
	PURPOSE OF JOB: 
As a member of the Council’s Extended Management Team; to work with Members and  management teams to define and agree the strategic business objectives for Lincolnshire Shared Legal Services. And to ensure those objectives are achieved through the successful establishment and ongoing development of the single Lincolnshire Shared Legal Practice.

To lead and develop the Lincolnshire Shared Legal Practice to ensure that services are planned and delivered in a cost effective, integrated way that meets policy and quality requirements and so providing an excellent, innovative and commercially highly competitive service to Lincolnshire Local Authorities and their partners.
As Practice Director to be responsible for the managing and development of the Assistant Practice Directors within Legal Services and to manage and allocate resources appropriately. 


	2.
	MAIN RESPONSIBILITIES, TASKS & DUTIES



	A. 
	As Practice Director:

	
	i.
	To shape and lead the establishment of the single Lincolnshire Shared Legal Practice from across the partner authorities, defining strategic business objectives and service delivery plans.


	
	ii.
	To achieve the successful integration of separate legal teams from different local authorities into one highly effective, well motivated and professional legal service, appropriately structured to meet statutory obligations. 


	
	iii.
	To ensure the development and implementation of processes and systems, identifying wherever possible value for money savings and the most  effective management and delivery of the service across multi-site offices.  


	
	iv.
	To ensure suitable and adequate standards and performance measures are agreed with clients and implement systems to monitor and track performance against such standards.



	
	v.
	To ensure each partner authority has direct access to appropriately trained and experienced legal advisors who will work proactively to support managers on current and anticipated legal matters, demonstrating engagement with and understanding of business needs. 



	
	vi.
	To ensure that adequate arrangements for the provision of advice under sections 5 and 5A of the Local Government and Housing Act 1989 (Monitoring Officer issues) are made.



	
	vii
	To ensure an appropriate recharging regime for services provided is established, to be implemented after the first twelve months of operation.


	
	viii.
	To lead the development and expansion of the practice, leading to the establishment of a strong trading presence in local public and voluntary sector markets.


	
	ix
	To provide high level legal advice to members and senior officers. 



	B. 
	As a member of the Council’s Extended Management Team:

	
	i.
	To contribute to and /or lead in the development and implementation of policies, strategies and plans that deliver the Council’s vision, strategic objectives and service goals.



	
	ii.
	To work with other EMT members to develop and maintain a corporate and integrated approach to performance management, quality standards and service delivery.



	
	iii.
	To assist in the development of a customer focused approach throughout the Council.



	
	iv.


	To promote inter-service working throughout the Council and to contribute and/or lead on strategic, corporate and partnership programmes as required.



	
	v.
	To assist where required with corporate asset and resources planning and allocation, including financial, human and other resources.



	3.
	MANAGEMENT OF PEOPLE 
Management of the Legal Service with full responsibility for the appointment, training, development, appraisal and discipline of staff either directly or through line management arrangements.

Direct responsibility for the Assistant Practice Directors (2). Provision of management, direction and support in accordance with the Business and Section Plans and in line with agreed objectives and performance measures for service delivery.
These in turn are responsible for the Legal Services Managers and District Legal Services Managers within their cluster(4) and specialist Team Leaders. Overall managerially accountable for all staff within the practice (approximately 80 in total).

The practice will be geographically dispersed across 6 partner authorities, operating from a central head office and 5 branch offices that will be organised into two clusters. It will be populated by staff who will have come from six different working cultures and on six different sets of terms and conditions.  Therefore the change management, communication and logistical challenges will be considerable.



	4.
	CREATIVITY AND INNOVATION 
This is a truly innovative and groundbreaking concept within local government, no other two tier area of England and Wales has succeeded in welding district and county council based legal teams into a completely integrated service.  Moreover, the scale of the service coupled with the emphasis on establishing a strong presence in the market for public sector legal services is at the cutting edge of partnership and alternative two tier working.

The novel characteristics of the service demand a high standard of leadership.  The Practice Director will need to be highly creative, innovative and entrepreneurial, and crucially will have the ability to inspire similar attributes in others.

It will take the highest quality leadership and change management skills to bring together such a diverse workforce, operating across six locations, and to pull them together into such an ambitious and competitive practice as envisaged, particularly within the timescales mooted.  

Extremely well developed customer service skills are required, as building and developing the practice will demand the highest level of customer care and commitment.


	5.
	CONTACTS AND RELATIONSHIPS 
Exceptional interpersonal skills will be required as the Practice Director will need to forge relationships with members, Chief Executives, Assistant Chief Executives, Directors and senior managers across the six partner authorities.  The establishment of relationships with senior Executives from other public bodies will be critical to the development of a strong trading presence. 
Providing advice to the Councils, the Councils’ Executives and other decision-makers including attending as legal adviser to their meetings.  
Contact with members of the public often in sensitive circumstances

Contacts with other local authorities, partners and external bodies, Government Departments, other professionals (lawyers and non-lawyers), the judiciary, courts and tribunals.

The post holder will represent the Practice and the Partner Councils in these contacts and be responsible for influencing and negotiating with others in complex circumstances on contentious matters, often with multiple parties with conflicting interests and with diverse and changing relationships to each other. The context of such contact will often be strategic and in relation to fundamental aspects, including lawfulness, of the Council’s actions and its relationships with its major partners. The post-holder will be responsible for advocating on behalf of the Partner Councils.

Advice given may have a major impact on the form of the Partner Council’s relationships with partners and the success or otherwise of the Partner Council’s external relationships.

Given the often emotive nature of the matters being dealt with a high degree of negotiation, support sensitivity and advocacy is required.


	6.
	DECISIONS 
a) Discretion    

The postholder has full discretion in the establishment and development of the Practice, in pursuit of its agreed strategic objectives, operating in accordance with standing orders, policies and procedures of the County Council and within the Change Management Protocol agreed by partner authorities.

	
	The postholder has the organisational and professional responsibility to be involved in and to advise upon any matter where there is a legal implication. This advice may be delivered whether or not it is requested.



	
	b) Consequences 
The consequences of the postholder’s decisions can be anticipated to impact on any aspect of the partner authorities at any level. As the most senior legal Advisor, the advice provided to these partner authorities will form the basis of  major decisions and may have significant and far reaching consequences.


	7.
	RESOURCES 
The post holder is personally accountable/responsible for the following:

· Approximately 80 staff, operating across 6 offices.
· Total operating budget of £3.5 million.

· Maximising the delivery of efficiency gains to partner authorities through reducing external spend, streamlining management, use of technology and procurement to generate target efficiency gains of approximately 25% of the current expenditure on external legal advice.



	8.
	WORK ENVIRONMENT 

	
	a) Work Demands 
The nature of the work is such that many activities have imposed deadlines. The priorities within the work are constantly changing as new matters or situations arise or where there are issues of an urgent or "emergency" nature. Failure to deliver to timetables, some of which are not wholly within the gift of the post holder could expose the Council or Partners to significant risks or financial penalties.



	
	b) Physical Demands 
The work is primarily office based. Movement of physical documents (papers, files etc) is the prime manual exposure. An increasing level of work is electronic requiring use of a laptop or PC with the associated HSE requirements.



	
	c) Working Conditions 
Generally conditions are good and work will be office based.



	
	d) Work Context 
There is always a degree of risk associated with Legal work, particularly in relation to Court activity or in high profile or high cost work. Incidents of actual harm are very low.



	9.
	KNOWLEDGE AND SKILLS required to be fully competent in the post
Professional knowledge 

Legally qualified as a solicitor or barrister

Extensive post qualification experience including experience of Local Government legal requirements. 

Likely to have Practice Management experience.  

Management and Leadership Skills

An experienced manager and dynamic individual, who provides inspirational leadership and vision and has the ability to motivate and enthuse staff. 

Skills consistent with EPiL and Competency Framework

Knowledge and skills

Strategic thinking

Political astuteness

Exemplary communication skills 

Strong entrepreneurial flair

Budget management skills

Marketing Skills

Good working knowledge of Local government

Organisational Skills

Interpersonal Skills

Customer Care Skills

IT skills

Microsoft Office 

Outlook or Groupwise

Internet search and retrieval

Bespoke software including performance and case management



	10.
	GENERAL

	Job Evaluation - This job description has been compiled to allow the job to be evaluated using the appropriate Job Evaluation scheme as adopted by the County Council.



	Other Duties - The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.


	Equal Opportunities - The postholder is required to carry out the duties in accordance with Council Equal Opportunities policies.



	Health and Safety - The postholder is required to carry out the duties in accordance with the Council Health and Safety policies and procedures.



	
	

	
	Name:
	Signature:
	Date:



	Job Description written by:[Manager]


	....................………….
	....................………
	.....................

	Job Description agreed by:[Postholder]
	....................…………
	....................………
	.....................

	Note: Qualifications and Experience headings are included in the Person Specification, see ‘Using Competencies in Recruitment & Selection’ in the Employment Manual on George.

Guidance on the completion of this JD can also be found on George or available from your Directorate HR Adviser.
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Appendix 3 Job Description – Assistant Practice Director  

	LINCOLNSHIRE COUNTY COUNCIL

	JOB DESCRIPTION      


	DIRECTORATE:
Resources

	Division/Section/Branch:

Legal Services

	Service/Sub-Divison:


	

	JOB TITLE:
Assistant Practice Director of Lincolnshire Shared Legal Practice


	SAP Position No:


	REPORTS TO:  Practice Director of Lincolnshire Shared Legal Practice


	1.
	PURPOSE OF JOB: 
To assist the Practice Director to lead and develop the Lincolnshire Shared Legal Practice so that it provides an excellent, innovative and commercially highly competitive service to Lincolnshire Local Authorities and their partners.

To lead and direct a cluster of branch offices, working with colleague Assistant Directors to ensure the workload of the practice is appropriately resourced and managed.

To lead and manage specialist teams and the development of their skills and to build a strong trading presence in local authority markets.


	2.
	MAIN RESPONSIBILITIES, TASKS & DUTIES



	
	i.
	To contribute and/or lead in the development and implementation of service strategies and delivery plans to meet the Lincolnshire Shared Legal Practice's targets and objectives. 



	
	ii.
	To assist in the strategic financial management of the service, identifying wherever possible value for money savings and the most effective management and delivery of the service across multi-site offices.  


	
	iii.
	To contribute to the development of the service’s public sector legal consultancy

	
	iv. 
	To take responsibility for risk management associated with the delivery of the service, and to maintain business continuity plans.


	
	v. 
	To contribute to the development, implementation and embedding of high service standards and efficient and effective processes across the service’s area offices and within its specialist teams. 

	
	vi.
	To provide high quality and expert legal advice in one or more areas of law covered by the practice. 

	
	vii.
	To manage the development of and be responsible for teams and personnel practising within designated branches and specialist areas.    



	
	viii.
	To be responsible for the provision of high level legal advice to politicians and senior officers of Lincolnshire. 

	
	ix.
	To support the overview and scrutiny function of the councils if required by the relevant Overview and Scrutiny committees.



	
	
	

	3.
	MANAGEMENT OF PEOPLE 
Management of the Legal Service with full responsibility for the appointment, training, development, appraisal and discipline of staff either directly or through line management arrangements.

Direct managerial responsibility for Legal Services Managers and  Legal Services Managers within their cluster(4). Provision of management, direction and support in accordance with the Business and Section Plans and in line with agreed objectives and performance measures for service delivery.
Managerially accountable for all staff within their cluster (approximately 40).



	4.
	CREATIVITY AND INNOVATION 
This is a truly innovative and groundbreaking concept within local government, no other two tier area of England and Wales has succeeded in welding district and county council based legal teams into a completely integrated service.  Moreover, the scale of the service coupled with the emphasis on establishing a strong presence in the market for public sector legal services is at the cutting edge of partnership and alternative two tier working.

The novel characteristics of the service demand a high standard of leadership.  The Assistant Practice Directors will need to be highly creative, innovative and entrepreneurial, and crucially will have the ability to inspire similar attributes in others.

It will take the highest quality leadership and change management skills to bring together such a diverse workforce, operating across six locations, and to pull them together into such an ambitious and competitive practice as envisaged, particularly within the timescales mooted.  

Extremely well developed customer service skills are required, as supporting the Practice director to build and develop the practice will demand the highest level of customer care and commitment.


	5.
	CONTACTS AND RELATIONSHIPS 
Regular contact with leading members of County and District Councils, Chief Executives,  Directors, Assistant Chief Executives and senior managers.  Providing advice to the Councils, the Councils’ Executives and other decision-makers including attending as legal adviser to their meetings.  
Contact with senior officers from other public bodies in the development of the practice’s trading presence.
Contact with members of the public often in sensitive circumstances

Contacts with other local authorities, partners and external bodies, Government Departments, other professionals (lawyers and non-lawyers), the judiciary, courts and tribunals.

The post holder will represent the Practice and the Partner Councils in these contacts and be responsible for influencing and negotiating with others in complex circumstances on contentious matters, often with multiple parties with conflicting interests and with diverse and changing relationships to each other. The context of such contact will often be strategic and in relation to fundamental aspects, including lawfulness, of the Council’s actions and its relationships with its major partners. The post-holder will be responsible for advocating on behalf of the Partner Councils.

Advice given may have a major impact on the form of the Partner Council’s relationships with partners and the success or otherwise of the Partner Council’s external relationships.

Given the often emotive nature of the matters being dealt with a high degree of negotiation, support sensitivity and advocacy is required.


	6.
	DECISIONS 


	
	a) Discretion 

The post holder has discretion in the establishment and development of the Practice, in pursuit of its agreed strategic objectives, operating in accordance with standing orders, policies and procedures of the County Council and within the Change Management Protocol agreed by partner authorities.

The post holder has the organisational and professional responsibility to be involved in and to advise upon any matter where there is a legal implication. This advice may be delivered whether or not it is requested.



	
	b) Consequences 
The consequences of the post holder’s decisions can be anticipated to impact on any aspect of the six partner authorities at any level. The advice provided to these partner authorities will form the basis of major legal decisions and may have significant and far reaching consequences. 


	7.
	RESOURCES 
The post holder is personally accountable/responsible for the following:

· Up to 40 staff, operating across up to 6 offices.

· Managing an allocation of the total operating budget of £3.5 million.

· In conjunction with the Practice Director, maximising the delivery of efficiency gains to partner authorities through reducing external spend, streamlining management, use of technology and procurement to generate target efficiency gains of of approximately 25% of the current expenditure on external legal advice.


	8.
	WORK ENVIRONMENT 

	
	a) Work Demands 
The nature of the work is such that many activities have imposed deadlines. The priorities within the work are constantly changing as new matters or situations arise or where there are issues of an urgent or "emergency" nature. Failure to deliver to timetables, some of which are not wholly within the gift of the post holder could expose the Council or Partners to significant risks or financial penalties.



	
	b) Physical Demands 
The work is primarily office based. Movement of physical documents (papers, files etc) is the prime manual exposure. An increasing level of work is electronic requiring use of a laptop or PC with the associated HSE requirements.


	
	c) Working Conditions 
Generally conditions are good and work will be office based.



	
	d) Work Context 
There is always a degree of risk associated with Legal work, particularly in relation to Court activity or in high profile or high cost work. Incidents of actual harm are very low.



	9.
	KNOWLEDGE AND SKILLS 

Professional knowledge 

Legally qualified as a solicitor or barrister

Extensive post qualification experience including experience of Local Government legal requirements. 

Senior management and service development experience. 

Management and Leadership Skills

An experienced manager and dynamic individual, who provides inspirational leadership and vision and has the ability to motivate and enthuse staff. 

Skills consistent with EPiL and Competency Framework

Knowledge and skills

Strategic thinking

Political astuteness

Exemplary communication skills 

Strong entrepreneurial flair

Budget management skills

Good working knowledge of Local government

Organisational Skills

Interpersonal Skills and a teamplayer

Customer Care Skills

IT skills

Microsoft Office 

Outlook or Groupwise

Internet search and retrieval

Bespoke software including performance and case management



	10.
	GENERAL

	Job Evaluation - This job description has been compiled to allow the job to be evaluated using the GLEA Job Evaluation scheme as adopted by the County Council.



	Other Duties - The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.

	Equal Opportunities - The postholder is required to carry out the duties in accordance with Council Equal Opportunities policies.



	Health and Safety - The postholder is required to carry out the duties in accordance with the Council Health and Safety policies and procedures.



	
	

	
	Name:
	Signature:

....................………
	Date:



	Job Description written by:[Manager]


	....................………….
	....................………
	.....................

	Job Description agreed by:[Postholder]
	....................…………
	....................………
	.....................

	Note: Qualifications and Experience headings are included in the Person Specification, see ‘Using Competencies in Recruitment & Selection’ in the Employment Manual on George.

Guidance on the completion of this JD can also be found on George or available from your Directorate HR Adviser.


	
	


Appendix 4 –Job Description – Legal Services Manager

	LINCOLNSHIRE COUNTY COUNCIL

	JOB DESCRIPTION      


	DIRECTORATE:

Resources


	Division/Section/Branch:

Legal Services

	Service/Sub-Divison:


	

	JOB TITLE:

Legal Services Manager 

	SAP Position No:


	REPORTS TO: Assistant Practice Director of Lincolnshire Shared Legal Practice


	1.
	PURPOSE OF JOB: 
To contribute, as a member of the Legal Shared Services Management Team as a manager of a Branch and/or teams within Legal Services, to the development and management of the legal service so that it has the capacity and capability to deliver the objectives defined by the Legal Shared Services Partnership. 
To provide and contribute to the management of the provision of high quality efficient and effective legal and governance advice and services to the authorities in the partnership and to external customers. To contribute to the achievement of the vision, aims and objectives of the Partner Authorities through the provision of effective legal and governance solutions to service delivery and development issues. 
Assist and support Monitoring Officers of Partner Authourities in discharging his/her duties and responsibilities as required. Will be expected to act as the Monitoring Officer for an authority if required.  
.

	2.
	MAIN RESPONSIBILITIES, TASKS & DUTIES



	
	i.
	Provision of Legal Advice and Services

a) To undertake legal services work of the highest complexity whether advice or casework without supervision and to be experts in local government law.

b) To provide strategic advice on current and anticipated legal matters and to provide training and support to equip the Authority to respond to such matters.


	
	ii
	Support to the Monitoring Officer

To be the principal source of legal and procedural advice to senior officers, elected members and decision-making bodies of the Partner Authorities.  To support the Monitoring Officers and his or her deputies through the provision of legal advice, the raising of monitoring officer issues and assistance with the investigation of complaints and referrals.
Will  be expected to act as the Monitoring Officer for an Authority if required.  


	
	iii.
	Management Support and Supervision of Staff

a) To provide management, professional support and supervision to ensure that the Branch Office as a whole and teams for whom they are principally responsible operate to the highest standards of professional conduct and ethics and provide a high quality efficient and effective service.

b) To participate in the employee development and appraisal process and be responsible for the training development and discipline of staff within the Branch Office either directly or through line management arrangements

c) To co-ordinate the work of assigned teams within Legal Services and to lead and/or manage specific project, task or network teams as required.



	
	iv
	Management of Service

To play a key role in the management of Legal Services and in particular: 

· To be a member of Directorate Management Team (DMT) responsible for the strategic management of the Branch Office as a whole and project teams; 

· To help develop and deliver a proactive service demonstrating engagement with and understanding of business need;
· To co-ordinate the provision of legal services and act as a gatekeeper for the Partner authorities; and,
· To communicate effectively within and outside Legal Services.


	3.
	MANAGEMENT OF PEOPLE 
Member of DMT and as such responsible for contributing to the leadership and strategic management of the Partnership as a whole.  

Overall responsibility for workforce planning and for recruitment conduct capability appraisal and training and development of staff within their branch office. 
Provision of management direction and support for the Teams for which the post-holder is responsible in accordance with Legal Services Business plans and in line with agreed objectives and performance measures for service delivery.
SUPERVISION OF PEOPLE 

Professional supervision of Principal Lawyers, Senior Lawyers, Lawyers, Principal Legal Officers, Senior Legal Officers and Legal Officers as required
Informal support to peers and staff within other teams.



	4.
	CREATIVITY AND INNOVATION 
The Legal Shared Services Partnership  is a truly innovative and groundbreaking concept within local government. It aims to weld district and county council based legal teams into a completely integrated service.  Moreover, the scale of the service coupled with the emphasis on establishing a strong presence in the market for public sector legal services is at the cutting edge of partnership and alternative two tier working.

The novel characteristics of the service demand a high standard of leadership.  The Post holder will need to play a key part in the change management process to bring together a diverse workforce, operating across six locations, and fulfill their professional role within the challenging environment brought about by those changes.

Professionally, the job requires the highest levels of creativity and innovation in applying legal solutions to the most complex legal and factual problems.  This requires an understanding of the wider policy context and the ability to devise innovative but lawful means of achieving favourable outcomes where no established solutions exist.  

The post-holder will be responsible for advising decision-making bodies of the Partner Authorities as to the lawfulness of their decisions and finding lawful structures and mechanisms for the achievement of objectives.  The advice given may have significant impacts on policy, service delivery and reputation of the Partner Authorities.

The post holder will deal with issues which are corporate and cut across the full range of the Partner Authorities’ functions and require the knowledge and application of law and procedure across a range of legal practice. The post holder will be responsible for issues which are high-profile and politically significant and may raise national issues.

The post holder will manage inter-disciplinary Teams of other specialist lawyers (including external lawyers from time to time) to provide co-ordinated support of wider projects and the wider aims and objectives of the Partner Authorities.  



	5.
	CONTACTS AND RELATIONSHIPS 
Regular contact with leading members, Chief Executives,  Directors, Assistant Chief Executives and senior managers at Partner Authorities as required.  Providing advice to the Authorities, the Executives and other decision-makers including attending as legal adviser to their meetings when required.  

Contact with members of the public often in sensitive circumstances.

Contacts with other local authorities, partners and external bodies, Government Departments, other professionals (lawyers and non-lawyers), the judiciary, courts and tribunals.

The post holder will represent the Practice and the Partner Authorities in these contacts and be responsible for influencing and negotiating with others in complex circumstances on contentious matters, often with multiple parties with conflicting interests and with diverse and changing relationships to each other. The context of such contact will often be strategic and in relation to fundamental aspects, including lawfulness, of the Authorities’ actions and its relationships with its major partners. The post-holder will be responsible for advocating on behalf of the Partner Authorities.

Advice given may have a major impact on the form of the Partner Authorities’ relationships with partners and the success or otherwise of the Partner Authorities’ external relationships.

Given the often emotive nature of the matters being dealt with a high degree of negotiation, support sensitivity and advocacy is required.



	6.
	DECISIONS 
Professional advice given by the post holder has the capacity to directly change the course of events or activities undertaken by the Partner Authorities.  In some cases this will be tantamount to creation of new policies or procedures, in other cases it will be providing interpretation of existing arrangements.



	
	a) Discretion 
The highest levels of autonomy in the conduct of individual matters and the giving of advice to leading members and Chief Officers including matters which have political connotations.

Wide degree of discretion in taking decisions in the conduct of particular matters.  Not limited to the giving of advice but recognizes when it is appropriate to and takes on the responsibility to take decisions on the Partner Authorities’ behalf in the absence of instructions from client Managers.  

The job involves continually advising on and helping develop policies across the Partner Authorities’ functions which comply with or take account of all relevant law and guidance and which enable the Authorities to achieve policy objectives in a lawful manner.

The advice given and decisions taken will often be strategic both within a particular service and corporately.  The post-holder will need to be aware of the policy context in which decisions are taken and of the wide ramifications.  Decisions and advice may be fundamental to whether an initiative or proposed action is ultimately pursued as the post holder will be required to advise both on the lawfulness of actions and their consistency with corporate aims and priorities.

Decisions made and advice given will be in relation to politically sensitive matters

The post-holder will be responsible for prioritizing own case load and for ensuring that the work of the Branch office as a whole is geared towards the priorities of the Partner Authorities and the overall Practice.

	
	b) Consequences 
The consequences of the post holder’s decisions can be anticipated to impact on any aspect of the six Partner Authorities at any level. The advice provided to these partner authorities will form the basis of major legal decisions and may have significant and far reaching consequences. 
Major impact on the lawfulness of the Partner Authorities’ actions.  Major impact on the legal liability, finances and reputation of the Authority and service delivery.  Major impact on the budget for individual initiatives where the post holder is responsible for the management of legal input to a project including that of external lawyers.  Direct and significant impact on the well-being of Service Users, and members of the public including children.  Advice given and decisions and actions taken have a major impact on the quality of other decision-making and the outcome of cases, projects and initiatives.



	7.
	RESOURCES The post holder is personally accountable/responsible for the following:-

Laptops and mobile phones where appropriate. IT databases as shown in the Job Brief.  Security of confidential and sensitive paper and electronic data when transporting and using files and laptops when working away from the office.

Supports the management of the Legal Services budget.

Responsible for the procurement of legal services by the Practice whether sourced internally or externally. 



	8.
	WORK ENVIRONMENT 

	
	a) Work Demands 
The post-holder operates in an environment governed by the need to meet deadlines including deadlines externally imposed in a context of continually changing priorities.  Work is carried out in a demand-led environment where the workflows cannot be controlled, work plans can be interrupted by urgent or emergency demands and failure to deliver to timetables could expose the Council to significant risks or financial penalties.

Due to the scope of issues for which the post holder is responsible they will need to assess priorities both between management and professional responsibilities within their own work and between the work of different parts of the Practice and Partner Authorities, all of it considered by the clients to be of high importance and/or urgency.

May be responsible for the management of the timely input of legal expertise from others including external lawyers.



	
	b) Physical Demands 
Handling of heavy documentation especially deed parcels and court and public inquiry files and bundles of evidence which can be large in number and difficult to transport safely.  Keyboard work in carrying out own typing in support of casework.



	
	c) Working Conditions 
Office based with requirement to travel in and out of county to courts and site visits and to visit people in their homes.

Regular exposure to material and situations likely to cause distress such as photographs and taking statements from vulnerable/distressed witnesses.


	
	d) Work Context 
There is always a degree of risk associated with Legal work, particularly in relation to Court activity or in high profile or high cost work. Incidents of actual harm are very low.

Pressured environment owing to routinely contentious nature of the work and imposition of often conflicting deadlines.



	9.
	KNOWLEDGE AND SKILLS required to be fully competent in the post
Professional knowledge and skills

· Qualified and entitled to practice as a solicitor or barrister 

· Detailed knowledge of the law and ethical framework applicable to local government.  

· Knowledge of the duties and responsibilities of the Monitoring Officer.

· Substantial experience of working in an in-house local government Legal Service.

· Proven ability to manage a full and substantial workload of matters of the highest complexity and diversity without supervision.

Management and Leadership skills

· Understanding of the demands on a local government in-house legal service and the experience of working in such a service to be able to plan and manage service development and continuous improvement.

· Ability to contribute significantly to and undertake, corporate management duties and able to use his/her legal skills and expertise to directly contribute to the corporate management of the Partner Authorities and the management of the Practice.

· Consistent with EPIL and competency framework

IT skills

· Microsoft Office 

· Outlook or Groupwise

· Internet search and retrieval

· Bespoke software including performance and case management

Other knowledge and skills

· Politically aware

· Interpersonal skills

· Communication, including advocacy, negotiation, influence and persuasion at the highest level

· Detailed awareness of the policies aims and objectives of the Council as a whole and individual Directorates

· Able and willing to adapt to new areas of work

· Able to manage the input of diverse legal resource including senior external legal resource to the achievement of a single project or outcome

· Customer care skills

· Organisational skills



	10.
	GENERAL

	Job Evaluation - This job description has been compiled to allow the job to be evaluated using the GLEA Job Evaluation scheme as adopted by the County Council.



	Other Duties - The duties and responsibilities in this job description are not exhaustive. The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.


	Equal Opportunities - The postholder is required to carry out the duties in accordance 
with Council Equal Opportunities policies.



	Health and Safety - The postholder is required to carry out the duties in accordance with the Council Health and Safety policies and procedures.



	
	

	
	Name:
	Signature:
	Date:



	Job Description written by:


	
	....................………
	.....................

	Job Description agreed by:

[Postholder]
	
	....................………
	.....................

	Note: Qualifications and Experience headings are included in the Person Specification, see ‘Using Competencies in Recruitment & Selection’ in the Employment Manual on George.

Guidance on the completion of this JD can also be found on George or available from your Directorate HR Adviser.
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JOB DESCRIPTION



	DIRECTORATE:

Resources


	Division/Section/Branch:

Legal Services

	Service/Sub-Divison:


	

	JOB TITLE:

Legal Shared Services Practice Manager


	SAP Position No:  

New Post


	REPORTS TO :

Practice Director


	1.
	PURPOSE OF JOB: 
To assist the Practice Director and Senior Management Team with the management of the Lincolnshire Shared Legal Service taking a lead role in the provision of practice management support to the Senior Management Team, 

To be responsible for effective monitoring of the financial and other performance of the service, the preparation and analysis of management information and the development and management of effective financial and other systems and processes.

To take a lead role through the Practice Management area directly contributing to the development and management of the Lincolnshire Shared Legal Service.



	2.
	MAIN RESPONSIBILITIES, TASKS & DUTIES



	
	i
	Take a lead role with the Practice Director and the Senior Management Team to manage and develop the legal service provided to all its customers, in accordance with the Service plan, monitoring policies, processes, systems and procedures across the branch offices so that the service as a whole is effective, efficient, supports staff and meets the needs of customers.

	
	ii
	To be responsible for the management and negotiation of the provision of appropriate administrative / secretarial support to the Shared Legal Service.

	
	iii.
	To co-ordinate and lead the development, implementation and management of quality procedures and systems necessary to ensure compliance with Investors in People and Lexcel / Law Society Practice Management Standards, representing the Shared Legal Service at a National level. 

	
	iv.
	Financial and budget management of the Shared Legal Service, development of appropriate financial systems within the Shared Service and across the participant authorities and keeping the Practice Director and Senior Management Team regularly informed of the financial position.

	
	v.
	To take a lead role in the management, development and promotion of a single time recording and case management system and integrated ICT requirements of the shared service across all offices

	
	vi.
	To take a lead role in the performance management of the service through the development of appropriate performance standards, recording and provision of performance information and the collection analysis and reporting of benchmarking data.

	
	vii.
	Be responsible for the development, implementation, monitoring and review of customer care practices for the shared service including the preparation and management of protocols with internal and contracts with external customers 

	
	viii
	To represent the service at various inter-departmental meetings and on various internal & external working groups, at a local and national level, as required

	
	ix
	Take a lead role in the development, monitoring and review of the Shared Legal Service’s HR processes and procedures, to include recruitment and retention, flexible working, staff appraisal and development practices and develop a training plan for the service.

	
	x
	To be responsible for the maintenance and development of the Shared Legal Service’s library information and research facilities. To establish what is available and most appropriate for the Service within its current budget.

	
	xi
	To manage the Shared Legal Service’s business planning cycle and monitoring and review of the Service Plan

	
	Xii
	To represent the Service as required on local, regional and national bodies.

	
	Xiii
	To lead in supporting the implementation of the Council’s strategy for effective health and safety management within the Shared Legal Service

	
	xiv
	To lead on equality and diversity for the Shared Legal Service


	3.
	SUPERVISION OF PEOPLE 
To directly manage and/or be responsible for the day to day direction of approximately 8 people

Will be required to assist in work familiarisation of peers and new recruits.

Will be required to be responsible for work of a project nature, including the supervision of Project Managers as appropriate.

The practice will be geographically dispersed across 6 partner authorities operating from a central head office with 5 branch offices that will be organised into two clusters.  The staff for whom the post holder will be responsible will be split among these offices and will have come from different working cultures and will be on different terms and conditions.  Therefore the change management, communication and logistical challenges will be considerable.


	4.
	CREATIVITY AND INNOVATION 
The complex nature of this post requires an extensive range of imaginative solutions and requires the post holder to apply fresh and innovatory thinking to problem solving and the challenge of working within a changing environment. The post holder will need to inspire other people to do things differently to realise benefits through new and improved ways of working

The post holder will be required to continually review and improve ways of working and will frequently need to apply creative and innovative thinking .

The post holder will identify opportunities problems and their solutions for improvement and change in the service, evaluate proposed changes and manage their implementation

The post holder will identify causes of success and failure in projects, plans and their implementation

The service is a truly innovative and ground breaking concept within local government.  No other two tier area of England and Wales has succeeded in welding district and county council based legal teams into a completely integrated service.  The scale of the service and its emphasis on establishing a strong presence in the market for public sector legal services is at the cutting edge of partnership and alternative two tier working.

It will take high levels of  creativity and innovation and high quality  leadership and change management skills to devise and bring together working practices and procedures across six locations to create a truly integrated single service capable of meeting the demands placed on it. 


	5.
	CONTACTS AND RELATIONSHIPS 
High quality interpersonal skills will be needed in order to forge relationships with senior officers across 6 authorities and with senior officers within external client organizations.

The post holder will need to develop and maintain positive contacts and relationships with all members of staff within the service along with staff within Business Support and partner organizations such as Mouchel.

Members

External contacts with colleagues from other public sector and private sector organisations representing the service at a local, regional and national level.


	6.
	DECISIONS 


	
	a) Discretion 

The post holder will take a lead role on the matters within their responsibility and will have significant scope and will be expected to make decisions within a framework of outcome based objectives set by the Practice Director. 

The post holder has a continuing responsibility to develop policy, process and procedures and implement such developments making recommendations for change through the services management team in respect of major changes.



	
	b) Consequences 
Decisions will have a material effect on the internal operations of the provision of the service to its clients including financial implications.

Decisions will have a material effect on the level and quality of service delivered to participant authorities and external clients and therefore on the internal operations of those authorities.



	7.
	RESOURCES 
Laptop


	8.
	WORK ENVIRONMENT 

	
	a) Work Demands
Many activities will have imposed deadlines against externally monitored programmes of work.  Priorities will change regularly as new issues or situations arise or where there are issues of an urgent or emergency nature. 

Demands will need to be prioritised and met across all 6 authorities and external clients.


	
	b) Physical Demands 
Office based – normal physical effort


	
	c) Working Conditions 
Office based



	
	d) Work Context 
Minimal Risk – Office based



	9.
	KNOWLEDGE AND SKILLS 

Full professional qualification in a relevant area eg. Business management , finance CMS/DMS etc or equivalent experience

At least five years relevant business and administrative experience.

The post holder will require the following knowledge and skills to a high level in order to undertake the complex work required by the post across the range of specialist disciplines referred to in the Job Description

Knowledge of appropriate quality standards 

Business planning skills

Financial and budget management skills 

Knowledge of ICT systems

Performance measurement and management skills

Customer care skills

Negotiation skills

Interpersonal and communication skills
Effective time management and work planning skills

Project management skills

Change management skills



	10.
	GENERAL

	
Job Evaluation - This job description has been compiled to allow the job to be 
evaluated using the GLEA Job Evaluation scheme as adopted by the County Council.



	
Other Duties - The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the post holder.

	
Equal Opportunities - The post holder is required to carry out the duties in accordance with Council Equal Opportunities policies.



	
Health and Safety - The post holder is required to carry out the duties in accordance 
with the Council Health and Safety policies and procedures.



	
	

	
	Name:
	Signature:
	Date:



	Job Description written by:

[Manager]


	
	....................………
	.....................

	Job Description agreed by:

[Postholder]
	
	....................………
	.....................

	Note: Qualifications and Experience headings are included in the Person Specification, see ‘Using Competencies in Recruitment & Selection’ in the Employment Manual on George.

Guidance on the completion of this JD can also be found on George or available from your Directorate HR Adviser.
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� Detailed Business Case can be obtained from sarah.mccombie@lincolnshire.gov.uk
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