
In house legal counsel
Role profile

	Department
	Governance and compliance

	
Job number
	
	
Reports to
	In house legal counsel - team manager

	Date effective
	June 2024
	Salary band
	9TP


Providing pragmatic solution focused legal services and support the head of legal and team managers in the protection of A2Dominion’s property portfolio and brand.
Purpose


Key responsibilities/ deliverables
Professional
· To act in a way that upholds the rule of law and the proper administration of justice.
· To maintain high standards of professional and personal conduct in a way that upholds public trust and confidence in you, the legal profession and in legal services provided by authorised persons.
· To act with independence, honesty and integrity, and ensure that your independence is not compromised.
· To treat everyone fairly and without prejudice, and to act in a way that encourages equality, diversity and inclusion.
· To act competently and in the best interests of your client and respect client confidentiality.
· To act effectively and in accordance with proper governance and sound financial and risk management principals; protecting client money and assets.
· To comply with SRA and CILEx (or any other relevant authority or successor organisations) requirements in order to maintain your professional qualification and standing.
Departmental
· Provide specialist legal advice and carry out legal work on behalf of our in house client.
· Manage own files from inception to completion.
· Take client instructions, and provide legal advice both orally and in writing, and client care/case management generally.
· Contribute to the drafting of policy, process and technical guidance on legal issues.
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· Prepare and deliver in house training in your area of expertise.
· Be a trusted business partner, be entrepreneurial, facilitative, commercial and solutions focused. This means staying abreast of legal developments in your area of expertise (and where you’d like to develop) and sharing your knowledge.
· Deliver an excellent service to our customers, stakeholders and team members by building strong relationships with colleagues and clients across all business areas, and providing technical expertise and guidance to all including to junior team members.
· Manage any work sent out to our external legal framework provider and comply with the process of engaging such work/incurring such costs.
· Forecast and capture expenditure accurately, comply with policy before incurring liability for disbursements, and recover such costs whenever possible.
· Keep an accurate track of time spent on each open case and ensure files are closed in a timely manner.
· Explore ways of personal and professional self development.
· Represent the team/department with internal and external stakeholders where appropriate.
· Respond to requests for information from across the business in good time to enable the business to meet its SLAs, in particular in respect of MP enquiries and complaints.


Litigation sub-team (in addition to profession and departmental)
· Conduct cross tenure legal work and advocacy (as necessary) on all aspects of housing and property management (and in particular possession work), with the primary aim of providing early cost-effective solutions without recourse to litigation where possible. This includes taking client instructions, and providing legal advice both orally and in writing, and client care generally.
· Draft full suite of legal documentation as necessary, including (but not limited to) court applications, pleadings, statements of case/defences, witness statements, settlement agreements, instructions and briefs to counsel, instructions to experts, other legal documents and correspondence and all follow up as required.

· Act on client instructions and in particular, negotiate settlements in accordance with their requirements.
· Prepare cases for taking to courts and tribunals and ADR, diarising key dates in accordance with departmental requirements, and comply with all deadlines set by the relevant forum.
· Endeavour in appropriate cases to recover full inter-party costs.


Line management
Direct reports: none

Indirect reports: junior team members (trainees, paralegals, apprentices, NQs) who may assist your work from time to time.


Key internal contacts
All departments of A2D and links to peers (and clients) across operations department. In particular: leasehold services, housing, customer experience, property services (including mechanical & engineering), estate services, finance, development, sales, Governance and Insurance, lettings and private rented sector/key worker, temporary accommodation and care and support.


A2Dominion’s customers of all tenures (leaseholders, shared owners, freeholders and other tenants and groups of tenants), estates services providers/contractors, third party management agents/block managers, local authorities, trusts, universities, colleges, maintenance and repairs contractors (including long term partners) external solicitors, lawyers and counsel, HMTCS, HMLR, utility suppliers and other relevant suppliers and contractors, peers from other housing providers, police and other statutory agencies.
Key external contacts


Full or part time role – Full time equivalent is 35 hours per week
Financial responsibility / authority to sign off expenditure:

Budget: RS05 Expenditure: 45000
Financial authority limit: £2,500
Operating environment/ dimensions


Qualifications/training
Desirable
Essential
Knowledge, skills and competencies


	Educated to degree level or equivalent with relevant post graduate qualification to enable practice at solicitor/CILEx fellow
level.
	
A
	

	A qualified lawyer (solicitor or CILEx fellow equivalent) with
experience in practice – in house and/or private practice.
	A, I
	

	A strong property background with good working knowledge of all legal tenures, in particular those relating to social housing, Landlord and Tenant, and the work of the Group.
· for litigation, experience in all aspects of housing management litigation, working knowledge of CPR practice and procedure, versed in settlement negotiations, a confident advocate with experience in the county courts and tribunals;

	A, T, I
	

	GCSE maths and English A*-C or equivalent
	A
	

	Knowledge and skills
	
	

	An understanding of social housing and housing associations as
a business.
	
	T/I

	Clear analytical skills, with the ability to process large amounts of
information into effective legal proceedings.
	T
	

	Excellent oral and written communication skills, a confident negotiator, with an ability to influence at all levels and explain and put complex legal and technical terms into practical
workable solutions.
	
I
	

	Ability to thrive in a busy hybrid working environment, respond agilely to demands, and maintain resilience and an ability to
manage and work to competing deadlines.
	
I
	

	An ability to work autonomously and collaboratively, taking the
lead when appropriate.
	A, I
	

	A2Dominion values: Caring by nature; Working better together; Thinking for
tomorrow

	When applying the A2Dominion Behaviours, they should be contextualised by adding examples at one of three levels:
1. Senior Manager - Leading Organisations – Where the focus is on conducting strategic analysis and providing strategic direction to ensure the future sustainability of the organisation; holding the organisation accountable for the effective delivery of strategy
2. Manager - Leading Others – Where the focus is on translating & delivering organisational strategy through self and others in an engaging and leaderful way; ensuring a ‘what’s possible’ mind-set at all times
3. Staff Level - Leading Self –	Where the focus is on taking responsibility for delivering
personal and organisational goals in a socially responsible ‘‘can-do’ way



	
All the behaviours for success will be referenced during the interview process and below are examples of how they will be demonstrated in the role.

	Competency
	

	Influential:
You exude a confidence that engages people to listen by flexing your communication style for
different audiences; you seek to understand others’ needs and work hard to achieve.

	Future focused
You anticipates future needs by horizon-scanning; research broader perspectives and law and are interested in the work of an RP and social housing generally. You have a ‘what’s possible’ mind-set;
and seek to self develop your own capability for the future.

	Engaging
You have good self-awareness on how your behaviour impacts others and you modify accordingly; you have a strong personal ‘brand’ that people trust and want to work with; you foster a positive team environment through participation, cooperation and collaboration; demonstrate personal
integrity at all times; and show authentic behaviours that are not compromised by personal ego.

	Resilient
You do not allow pressure to interfere with your thinking, judgement or behaviour; you support change and adapt accordingly; you remain calm under pressure; work on your own initiative; work hard to find solutions to problems; receive feedback positively and appreciatively; and do not blame others for disappointments or set-backs but focuses on resolving them in the most effective
way.

	Performance focused
You are a consistently high performer; you empower yourself and others and provide support and guidance to both clients and team mates to make decisions and deliver results; you monitor and
review your own performance; take feedback on board and try to develop yourself to achieve.




This role profile outlines the main responsibilities and requirements of the post. All employees are expected to comply with reasonable management requests to carry out additional or alternative duties.


How we will assess your match to the job:
· A = Application
· T = Testing
· I = Interview
· TS = Telephone Screen
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