Job description – Legal Administrator – 1 February 2023
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The Coal
Authority

Resolving the impacts of mining




Job Title:

Legal Administrator
Department:

Legal    
Reports to:

Head of Legal and Records
Direct Reports:
None 
Grade:


Main purpose of the job
To provide effective and diligent support to the Legal and Records Team, and manage the day to day office and team procedures to ensure that the team’s administrative requirements are met.
The role ensures the effective running and support to the head of legal and records team. It is responsible for providing a proactive, professional legal support service including assisting with managing the external legal providers.
Responsibilities

Legal

· To liaise and provide effective customer care and support with external solicitors, local authorities and members of the public in relation to legal matters within the team.

· To administer and maintain the register of legal instructions, ensuring that the matter progresses smoothly and chase for updates when appropriate.

· To instruct external legal providers on behalf of the Head of Legal and Records and obtain quotes for the work to be undertaken.  
· To assist the Head of Legal and Records in managing the external legal provider budget by monitoring the financial spend for each external legal matter and keep the tracker up to date.

· Ensure that the external legal provider’s matter is kept within budget and keep the Head of Legal and Records up to date as each matter progresses.
· Deal with any post completion formalities with external legal providers ensuring that on completion all legal documents are returned to Legal Services and registered in Records.

· Ensure legal meetings are effectively planned and managed, including collating agendas, distributing of papers, taking of accurate minutes, maintaining action trackers, ensuring any accessibility needs are supported and that technical solutions are provided where required when liaising and outsourcing legal matters.

· To raise requisitions for subscriptions, invoices and other miscellaneous payments which may be required on the Authority’s In-Bye System to support legal services.  
· To obtain search results from Land Registry, local and other authorities (in the absence of the trainee Legal Executive).
· To provide assistance as and when required to make on-line Searches and Applications using the Land Registry Portal (in the absence of the trainee Legal Executive).
· To provide support to the Legal Team in forward planning, chasing responses, completing tasks and general administration where appropriate.

· To run and prepare reports as and when required by the Legal Team.

· To file and organise deeds and correspondence using electronic systems and data retrieval systems.

· Effectively manage the teams’ inboxes and coordinate diaries to support organisational priorities; prioritising emails and responding when necessary. 

· Liaise with external legal providers on behalf of the Head of Legal and Records and draft and answer and respond to calls.

· Liaise with the Executive Assistants in relation to the Head of Legal and Records’ attendance at ELT meetings and liaison with Directors.

· To organise meetings on behalf of the legal and records team with internal clients and external bodies including managing the teams’ diaries. 

· To support the Data Protection Officer in undertaking any investigations and ensure that the Data Protection Officer has all the information required at the appropriate time.

General 

· To act in accordance with the behaviours and values of the organisation.
· To actively demonstrate the Coal Authority’s customer service standards expected of your role.

· To manage your own performance to be accountable for meeting individual, team and corporate objectives. 

· To act in accordance with the Scheme of Delegation and ensure propriety and regularity in the handling of public funds.
· To comply with and contribute to the improvement of operational and team processes and procedures.
· To assist with the preparation and execution of the team’s objectives, budgets and financial records.
· To identify opportunities and implement change leading to team development, system improvement and good value for money.
· To maintain and develop positive stakeholder relationships in order to promote the Authority and assist it to meet its objectives.
· To support research and development projects.
· To ensure that the Authority’s statutory responsibilities are effectively discharged.
· To carry out any further reasonable requests from your line manager.
Competencies









Level
	
	

	Seeing the bigger picture - has an in-depth understanding and knowledge of how the role fits with and supports The Coal Authority’s business priorities


	3

	Changing and improving - responsive, innovative and seek out opportunities for continuous improvement

	3

	Making effective decisions - objective; uses sound judgement, evidence and knowledge to provide accurate, expert and professional advice in a timely manner


	3

	Leading and communicating - leads from the front and communicates with clarity, conviction and enthusiasm

	3

	Collaborating and partnering - creates and maintains positive, professional and trusting working relationships with a wide range of people, within and outside The Coal Authority, to achieve results

	4

	Building capability for all - has a strong focus on continuous learning for self, others and the organisation

	3

	Achieving commercial outcomes - has a commercial, financial and sustainable mind-set to ensure all products and services deliver added value and stimulate growth

	3

	Delivering good value for money - achieves a good mix of quality and effectiveness for minimal cost and to improve return on investment

	3

	Managing a quality service - plans, organises and manages their time and activities to deliver a high-quality customer experience


	4

	Delivering at pace - delivers timely performance, with energy, and taking responsibility and accountability for high-quality outcomes
	4


Person specification 
	Job Title:  Legal Administrator                           Section/Department:  Legal   


	
	Essential
	Desirable

	Qualifications and Training
	GCSEs (or equivalent) including English Language


	· A Levels or equivalent
· Business administration Level 3 or equivalent

· Experience in working in a legal office

	Experience and Knowledge
	· Previous experience of being a personal assistant providing support to senior lawyers/managers.

· Ability to develop positive relationships with external lawyers and stakeholders

· Experience of multi-tasking and be able to operate in a fast paced environment.


	· Knowledge and understanding of data protection principles

· Experience of working in a Legal environment or working with confidential information



	Skills and Abilities

	· Excellent organisational skills

· Ability to work accurately to a high standard

· Ability to problem solve and prioritise and meet deadlines

· Excellent communication skills

· Advanced skills in MS Office

· Ability to work with others across all the teams in the Authority

· Great time management skills

· Ability to be flexible and work at pace.

· Ability to deal with confidential matters

· Accurate filing and retrieval of legal documents

	· Willingness to travel to other locations

· Experience in collating documents for tribunals or court cases

· Experience in using Land Registry Portal



	Other
	
	



