Job description

TRAINEE SOLICITOR
RESPONSIBLE TO:
Senior Supervising Solicitor/Partner as designated by the College of Law and Hodge Jones & Allen LLP


ROLE: 


To provide a high quality legal service to all our clients

SPECIFIC JOB RESPONSIBILITIES

1.
CONDUCT CASES

These duties will initially be conducted under the supervision of Senior Supervising Solicitor/ partner

· Conduct interviews with clients

· Assess legal problems

· Advise clients on costs

· Conduct legal research

· Devise outline strategy for case

· Draft case papers

· Obtain information from relevant experts

· Assess the strengths and weaknesses of the other side’s case

· Brief a barrister

· Negotiate settlements

· Meet deadlines for court appearance

· Issue proceedings

· Attend court with counsel and take notes

· Make applications to Registrars, District judges and Masters

· Maintain confidentiality

· Comply with all franchising requirements

2.
ADMINISTRATION

· Complete time sheets

· Maintain files

· Deal with billing, paying costs and closing files

· Follow administrative systems and procedures

3.
DEVELOPMENT

· Participate in team meetings

· Attend internal courses

· Keep up to date with law and practice

PERSON SPECIFICATION

	Essential Knowledge and Understanding
	· Knowledge of the Legal Aid scheme and legal aid practice

· Demonstrate strong commitment to a career in legal aid practice



	Essential Skills and Abilities
	· Organise own work priorities and meet deadline

· Ability to deal with confidential issues and documents

· Ability to exercise tact and courtesy in dealing with enquiries

· Ability to embrace change and to understand and adapt working practices to changing priorities

· Ability to work constructively with office colleagues and client department

· Excellent verbal and written communication skills

· Excellent research skills

· Ability to organise own work priorities and meet Court and other externally imposed deadlines  

· Ability to work under pressure and deal with unforeseen and urgent demands, whilst managing a list of varied and large number of task

· Excellent time management and personal organisational skills



	Essential Qualifications and Experience
	· Achievement of a minimum  second class degree 

· About to complete or have successfully completed the Legal Practice Course at the College of Law.  

· Experience of using a computer 



