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	Competency Based Job Profile Band 5-8 Jan 15                                                                     



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT:
Legal and Governance 
	SERVICE GROUP:
Legal and Governance

	POST TITLE: 
Service Development Assistant 
	REPORTS TO: 
Service Development Officer

	GRADE:
SO1
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.
The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To assist the Service Development Officer in:

1.
The provision of business and management support to the, in particular around service planning, budget management, quality assurance, digital legal reference and research facilities, training and development, performance management information, communications and general office and staff management.

2.
The co-ordination of the production and monitoring of service strategies including the Service Plan and other plans which are approved by the Director of Legal and Governance.
3.
Contributing to the management and development of the service and in the development of ICT systems in conjunction with the ICT provider and to implement change where appropriate.

4.
Project managing content for the intranet and internet for the Department of Legal and Governance which will meet the information needs of staff, clients, members and the public.

	Main Responsibilities of Post: 

	The postholder will work under the supervision of the Service Development Officer but will have authority to make day-to-day operational decisions, with considerable delegation in the day-to-day operation of the work, referring or bringing to the attention of the Service Development Officer more complex and/or sensitive issues and contributing to and assisting in the implementation of new policies/procedures but is not expected to make strategic decisions.

The postholder will have contact with officers at all levels within Legal and Governance Services and in other Departments of the Council and will also have contact with suppliers of goods and services, publishers, other local authorities, government departments and training providers.

1. To assist in the development and maintenance of an effective quality legal case management system including:
· To collect, analyse and review data from the legal case management system 
· To produce regular, quality checked reports for section leads
· The conduct of quality audits throughout the practice

· To produce work instructions and standard documentation for work within the remit of the post

2. To be responsible for the day-to-day operation of the Law Library facility including:

· the development and maintenance of up-to-date legal reference and research facilities, using ICT to its full advantage

· the provision of training in information research systems to ensure effective use   by staff.

3. To assist the Service Development Officer as Performance Indicator Co-ordinator, responsible for development and use of Performance Indicators and targets within the Department.  To report to Departmental Management team on performance against Performance Indicators and to co-ordinate arrangements for the setting of targets, the creation, deletion and amendment of Performance Indicators. 

4. To assist the Service Development Officer in the development and delivery of training programmes within the Department ensuring that programmes relating to Legal Services comply with the requirements of the Solicitors’ Regulatory Authority and extending the programme to other authorities participants (with a view to producing income). 

5. To monitor compliance for Continuing Professional Development throughout the service and to monitor the programme of staff appraisals and personal development plans.

6. To assist the Service Development Officer in contributing to the management and development of the service and assist in the development and maintenance of departmental strategies and management systems.
7. To assist the Service Development Officer in the development of web-site information for Legal and Governance Services which meet the information needs of the Department’s own staff, together with those of clients, members and the public.

8. To carry out other duties appropriate to the post.

9. To be accountable for those appropriate responsibilities as set down in the Council’s Health and Safety policies and, in addition, to take reasonable care for own health and safety and that of others who may be affected by the work of the postholder.

	Structure





	Special Knowledge Requirement. 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	Some knowledge of the legal functions undertaken in a local authority legal practice
	E

	Some knowledge of Law Society Practice Management Standards and requirements of certification bodies for Lexcel or ISO9001 for legal practices
	D

	Comprehensive working knowledge of research methods and sources of legal reference
	D

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of work
	E

	Uses a wide range of IT packages relating to area of work 
	E

	Knows and understands how to use, interpret, handle and communicate complex information from a variety of sources
	E

	Relevant experience requirement: Will be used for shortlisting

	Experience in a legal or administrative environment
Experience of managing staff
Experience of analysing complex information

	Relevant professional qualifications requirement: 

	NVQ Level 4 or HNC or HNC in Business

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Communicates Effectively 

	Carries Out Effective Decision Making 

	Undertakes Structured Problem Solving Activity 

	Operates with Dignity and Respect 

	Working Conditions: 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	Management may require that a Disclosure and Barring Check or similar be carried out as part of the recruitment process.

	Compiled by: 
Dermot Pearson
Date: 15 April 2015
	Grade Assessment Date:


	Post Grade:

	For HR use only
	SAP Input Date
	 Name of Data Inputter 
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