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Accountability Profile:

	
Job title:

	
Legal Assistant

	
Employer:

	
Weaver Vale Housing Trust

	
Location:

	
Gadbrook Point, Rudheath Way, Northwich, Cheshire

	
Contract:

	
Fixed term maternity cover (up to the end March 2027)

	
Annual Salary:

	
£21,500 (based on 30 hours per week)

	
Hours of work:

	
30 hours per week (Part time)

	
Department/Team:

	
Legal and Commercial Services

	
Reporting to:

	
Legal Services Manager

	
DBS Requirement for the role:

	

Basic 



NB. The information outlined below is the purpose of the post, i.e., why it exists, and the key accountabilities of the post holder and the outcomes required of the post. This is not a list of tasks or duties, as post holders are required to perform any reasonable task within their competence to deliver the stated outcomes
	
Job purpose

	· To be the initial point of contact for and to respond to the majority of  customer and colleague queries. 
· To support the day-to-day operation of the Legal and Commercial Services. Team (the “Team”) by assisting team members as required, ensuring the Team provides quality services which are accurate, timely and value for money.
· To provide a high standard of efficient administrative service for the team.




	Key Accountabilities

	· To be the first point of contact for queries into the Team, from internal and external customers, including managing the Team’s central email inbox and telephone enquiries.  

· To support the Legal Officer, Home Ownership Officer, Solicitor and Legal Services Manager (the “Team Members”) as and when required in relation to all aspects of work undertaken by the Team. 

· To complete all administrative tasks at the request of the Team Members, including assigning incoming post and raising and paying invoices.

· Under the supervision of the Legal Services Manager, to assist with the day-to day management of the Trust’s commercial leasehold premises, co-ordinating actions across departments, ensuring compliance with deadlines, responding to enquiries and maintaining accurate records including in the Trust’s case management system.  Some site visits to the premises may also be required.  

· To investigate and respond to land ownership and boundary queries. 

· To assist with any administrative steps requested by other team members in relation to the work of the Team, which may include but is not limited to updating customers, processing applications, data review and data entry in the following areas:

· Residential Leasehold

· Conveyancing

· Disrepair

· Tenancy Management (including gas service access)

· Preserved Right to Buy and Right to Acquire

· Licences

· To undertake any other duties or projects as required. 

· To deliver all work in line with the Trusts GDPR, H&S, Financial and People policies and procedures. 





Person Specification

	
	Essential
	Desirable

	
Qualifications

	· 5 Grade GCSE 4-9 / A* - C (Math’s and English) or equivalent level of qualification
	· Or equivalent in Information Technology
· Qualification in Administration

	



Skills
	· Be able to manage a busy and varied workload.
· Good written and verbal communication skills.
· Able to communicate confidently and maintain professional relationships with colleagues and customers.
· Good IT skills with Microsoft packages in particular and with an ability to adapt to new systems quickly
· Excellent customer service skills and professional telephone manner.
· Attention to detail.
· Ability to take ownership of tasks, use initiative and be accountable for ensuring procedures are thoroughly and efficiently followed. 
	

	


Experience




	· Experience of providing a high level of accurate administration support
· Experience of using Microsoft packages to produce letters, spreadsheets, emails
	· Previous experience in a legal administrative support role. 
· Providing services within the social housing sector.
· Previous experience of working in a customer service role.

	
Knowledge



	·  Adaptable and flexible.
· High standards of service and delivery.  
· Demonstratable commitment to the Trust’s Vision and Values.
	· An understanding of the social housing sector.
· Experience of commercial and residential property



This post is subject to a Basic Disclosure and Baring Services check.

I confirm this is the correct accountability profile for my Legal Assistant role.
 
Post-holder Name:

Signature:

Date: 
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