Values and Behaviours
Job Description
Job Title:		Paralegal 
Pay Grade:		W2 – W3
Directorate:		Governance and Corporate Services 

Team:			Legal Services 
Reporting to:	Head of Legal Services 
Responsible for:	N/A	

Job Purpose: 
You will undertake a personal caseload appropriate to qualifications/experience and work independently and as part of a team to provide a high-quality legal service which meets Woking Borough Council’s corporate vision, priorities and objectives. 
 
Main Tasks:
1. To assist with the corporate functions of the Council including advising on information and corporate law and to draft any documentation required.
2. To attend such meetings including those of the Council, its Executive, Committees, Sub-committees and Panels as the Head of Legal Services may require.
3. To represent the Council Solicitor or a Principal Solicitor as required in proceedings, internal and external meetings and to establish good working relationships with other departments and outside bodies.
4. To maintain a record of all training and development undertaken.
5. To undertake such other tasks commensurate with the post holder’s experience and qualifications as may be allocated from time to time by the Head of Legal Services or the Strategic Director, Governance, Corporate Services and Monitoring Officer
6. To carry out residential and commercial Conveyancing transactions on behalf of the Council including:-   
a. the acquisition of property   
b. the disposal of property  
c. the preparation or approval of leases, tenancy agreements, licenses and easements and their subsequent completion.   
d. the charging of Property   
e. advising and dealing with leasehold enquiries 
f. any other property related transaction which may arise   
7. To provide advice and guidance to other officers of the Council and elected members of the Council on all aspects of law relating to Property.  
8. To undertake complex legal research  
9. To contribute to the development of new procedures and processes.  


Person Specification

	 Criteria
	 Standard
	E/D
	Measure

	Education & training
	· Educated to A-Level or standard or equivalent.
	E


	A/I

 

	Experience
	· Experience of working in a legal service or law practice office environment 
· Experience of working with IT on a regular basis including Microsoft Office and online resources 
· Experience of working with a legal case management system such as Iken 
· Ability to manage workload effectively 
· Commitment to quality and personal accountability in all areas of work 
· Effective team working as well as ability to act effectively on own initiative 
· Demonstrate a logical and practical approach to problem solving 
· Ability and willingness to use initiative when faced with non-routine situations or requests 
· Demonstrate a good attention to detail 
· Demonstrate a willingness to undertake all tasks, prepared to go the extra mile 
· Effective verbal and written communication skills 
· Ability to relate to and work with people at all levels and communicate effectively to a variety of audiences 
· Ability to develop and maintain effective relations with Members, officers and the public 
· Ability to work under pressure and meet tight deadlines
	D

E


D

E
E

E

E
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E
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	Special Requirements
	· Attendance at occasional evening meetings 
· Evening and weekend work
· Working towards, or willing to work towards, a relevant legal qualification, for example CILEX or another appropriate legal qualification, with a commitment to continuing professional development.
	E
E
E
	I
I
I


 
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation


Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?

	No

	Disclosure and Barring Service check required and level

	No

	Is this a Politically Restricted Post?

	No

	Does this role have emergency responsibilities?

	No
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	LINKED GRADE DESCRIPTOR

	Job Title
	Team + Pay Grade
	Duties/ responsibilities with reference to values and behaviours
	Probable Qualifications
	Indicative Experience

	
Paralegal
	W2
	· advise WBC Officers and explain legal issues relating to for example Private Sector Leases, Commercial Leases, Licences (Retail, Garden and Grazing licences), s106 Unilateral agreements (UU), Rights to Buy;
· communicate with members of the public, mortgage lenders, third parties (HM Land Registry) including other professionals such as Solicitors, on behalf of WBC to solve case work problems for example leaseholder enquiries, private sector leases and planning agreements
· research and summarise legal information for example gaining an understanding of the Building Safety Act 2022 and Housing Act 1985 in order to work on right to buy and leasehold enquiries 
· draft and prepare legal documents for right to buy, residential and commercial leasehold matters, planning matters.
· Assessing problems and then applying his knowledge of the law to solve those problems
	Good general level of education 
A levels 
	Min 2 years in legal  setting relevant to post

	
Paralegal
	W3
	As above plus:
· Ability to identify and make significant contribution to the delivery of projects in the team. 
· Work with minimal support. 
· Demonstrates excellent communication skills, and influences stakeholders.
· Use initiative to improve processes and procedures 
·  Ability to confidently undertake more complex property transactions unsupervised (commercial leases, assignments, commercial conveyancing)
· Satisfactory progress with professional development/qualification
· Other duties considered appropriate to the grade by the Head of Legal Services 
	As above and significant progress towards relevant legal qualification
	3 + years in legal setting relevant to post
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	[bookmark: _Hlk221118842]Teamwork
Working together across teams, partner organisations and communities to achieve shared goals.
	Honesty
Acting honestly and openly in all communications and decisions.
	Respect
Valuing diversity, treating everyone with dignity, and ensuring fairness.
	Innovation
Encouraging new ideas, continuous improvement, and embracing change with strength, flexibility, and a recognition that being better doesn’t have to cost money.
	Value-Led
Public Service is at our core; putting the needs of residents at the heart of decisions, focusing on meaningful outcomes and striving for excellence.
	Empowerment
Supporting staff to take initiative and influence their work, maintaining high standards of conduct, competence, and ethics.

	
Listen to each other, share knowledge and expertise to achieve our goals. 

Take responsibility and work proactively. 

Work collaboratively, building productive relationships, finding common ground and helping each other to achieve shared outcomes. 

Be united across teams, as a single organisation, without silos, to meet our residents’ needs.


	
Be transparent in our decision-making, proactively sharing explanations and building trust between the Council and residents/customers. 

Communicate openly, showing respect and understanding. 

Exchange reflections and constructive suggestions to improve the way we work, without blame or judgement. 

Be authentic and our actions match our words: we say what we mean, and we do what we say we will do.
	
Value new and different ideas and listen actively to all points of view, even if we disagree. 

Treat everyone (residents, customers, partners and staff) fairly and create an inclusive environment where everyone feels respected and are accountable. 

Embrace diversity, appreciating its benefits and getting the most out of its opportunities, so everyone feels valued and included. 

Take time to recognise, acknowledge and appreciate each other and celebrate successes, so we know our voices are heard and our actions are valued.
	
Challenge the status quo, embracing change and adapting to meet future demands. 

Continuously learn and develop, using data and experience, and listening to residents and customers, to recognise what’s working well and what we can do differently.

Maximise opportunities to improve; building on our existing skills, processes, infrastructure, technology and tools to be the best we can be. 

Encourage and welcome new ideas, discovering new ways of doing things, finding creative solutions to problems and turning uncertainty into opportunities.
	
Always keep our residents and customers in mind and are committed to delivering the best we can, while spending public money wisely.

Hold ourselves to high standards, acting as a role model. 

Live by our values and are focused on outcomes.

Prioritise wellbeing, leading with compassion and empathy.
	
Serve our residents and customers proactively and decisively, confident in our authority, autonomy and areas of expertise, and making courageous decisions. 

Support residents and customers to be as independent as possible, promoting self-service for those who want it, so we can provide greater support to those who need it.

Trust each other, and challenge unprofessional behaviour.

Actively create the environment and opportunities for learning and skills development, and each of us takes responsibility for making the most of them.
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