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Job Description 
Housing Solicitor & Team Leader
**Maternity cover to November 2026**

Hours: 


35 per week 
Responsible To:

Head of Services
Salary: 


£39,059 - £42,349
Job purpose

To give specialist legal advice and assistance, and provide representation as appropriate to those eligible. You will manage your own caseload, and work with team members to deal with enquiries from the public and via our A team, partners and other referrers. You will be responsible for supervision and line management of others in your team.  
Individual Duties:
1. To give specialist legal advice and assistance, and provide representation as appropriate to those eligible; managing your own caseload and dealing with enquiries from the public and via out A team, partners and other referrers.

2. Be responsible for your own supervision.

3. Provide advocacy on the County Court duty possession scheme.
4. Meet casework, time recording, outcome and billing targets as required by the Law Centre.
5. Ensure cases are progressed in a timely way, reported and closed for regular cash flow.
6. To maintain quality of casework, comply with case management systems, administrative procedures,  and quality standards as required by funding bodies and by the Law Centre. 

7. To provide consultancy advice to statutory and voluntary agencies and others. 

8. To attend appropriate training courses and maintain readership of relevant publications in order to maintain and develop professional expertise.
9. Maintain your Solicitor’s practising certificate and ensure compliance with the SRA requirements.
10. Actively contribute to internal meetings, including cascading learning. 

11. Supporting own and team’s wellbeing and encourage a positive working environment.
12. Ensure that the Equality and Diversity policy of the Law Centre is implemented.

13. Travel, on occasion, to other locations for the purposes of giving advice, advocacy or for training. 
14. To carry out such other duties as may be required. 

Additional Duties as Team Leader 
· Allocate tasks/cases to team members including casework support worker(s) and trainee Caseworker/Solicitors as appropriate, and supervise their work, including file reviews & organising external supervision if required 
· To be the Legal Aid Agency named supervisor and to be responsible for providing supervision for all team members
· To arrange regular review and supervision meetings - both individually and team meetings, and undertake appraisals for team members including identifying training needs (with support from Head of Services)
· Lead team in contributing to the Law Centre’s strategic objectives, and attend meetings with other teams / management to work as a group towards achieving aims 
· To be responsible for running the court duty scheme (currently as agents for the contract holder); including liaising with the contract holder, court staff and Judges, attending court user group meetings, ensuring team members advice letters and monitoring forms are completed and sent to the Law Centre’s Finance Manager and court duty contract holder for submission to the LAA.

· To maintain quality of casework, leading on policy and procedures for the team (working with M team) and lead on preparation for audits for the housing team, including by the Legal Aid Agency and Lexcel.
· Ensure team members record their time, case outcomes and other feedback and measures as required for legal aid agency and for reporting to other funders – and contribute to reporting including narratives on income, time recording, cases and outcomes through quarterly review meetings and data analysis.

· Work with the M team on strategy and funding development (including LAA) for the housing team – and on other partnership and networking including housing advice providers in our region

· Highlight to M team trends in housing and policy changes that affect the Law Centre and its clients, and provide a link to HLPA and housing teams in other LCs
· Enable cross team working, and support triage and assessment team including training as needed, and on communications around capacity and services
· Monitoring and approving annual leave, TOIL and other leave for team members and return to work interviews following sickness leave (communicating to Office Manager). Approving team expenses, approving unusual or large disbursements  
Person Specification 

Essential 

· Meets the housing legal aid supervisor standard 
· Experience of providing supervision for team members.
· Housing Law: experience of defending possession proceedings, eviction cases, anti-social behaviour injunction cases, disrepair and homelessness.
· Experience in advocacy.
· Ability to manage a busy caseload, working under pressure and meeting deadlines.
· Experience of LAA certificated work.
· Track record in optimising legal aid income generation. 
· Good organisational, prioritising and time management skills.
· Excellent verbal and written communication skills.
· Experience of working with vulnerable clients.
· Experience of team working. 

· Commitment to sharing learning, skills and knowledge.
· An understanding of and commitment to Equality, Diversity and Inclusion.
· Commitment to delivery of social justice, and to Law Centre’s mission.
Desirable

· Proven track record of effective staff management and supervision.
· Experience of providing advocacy on a duty possession scheme.

· Experience of the legal aid billing procedures, preparing files for billing by the costs. draftsman and carrying out own billing where necessary.
· Experience of preparing for audits including by the Legal Aid Agency and Lexcel. 

· Experience of working on grant funded projects.
· Experience of working with IT systems including CCMS, SharePoint and paperless working. 
· Experience, or a demonstrable understanding of partnership working. 
· Relationship management with a range of other organisations.
· Ability to prepare and deliver training. 

