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OLDHAM COUNCIL
JOB DESCRIPTION

Job Title:  Practice Manager
	Directorate: CORPORATE & COMMERCIAL SERVICES
	Division/Section:  LEGAL SERVICES


Grade: 9
	Job Purpose:

To initiate, control and develop time recording, case management systems, and service agreements. 

To lead and manage the Voluntary Registration staff and Business support, School Appeals and Archivist team, and HR activities

To ensure appropriate administrative and clerical support is provided to Legal Services by liaising with

Business Managers and the Legal Services team to ensure continuous improvement and cost effective and professional service to client departments and the Council. 

To actively market Legal Services both internally and externally with a view to generating income including the production of business and operational plans designed to make the service cost effective, competitive and to operate as a successful business unit.  


	Key Tasks:.
1. To liaise with Business Managers and Legal Services Staff to ensure and co-ordinate the provision of efficient administrative and clerical support to the Legal Services section.

2. To develop and maintain a time and case management system and to produce appropriate management reports.

3. To produce and analyse reports for managers in the Legal Services section including assisting managers in taking any required action. 
4. To assist in the monitoring of the department’s budget by the provision of spreadsheets and budget reports as required. 
5. To attend and contribute to meetings and working groups as and when required.

6. To manage staff and resources as they are assigned and provide training to staff within the service.

7. To give clear management guidance and assistance to all Group Lawyers in respect of areas of expertise specific to the postholder and to assist and cover for other team members as necessary.

8. To provide day-to-day line management to the team(s), understanding a range of HR activities including recruitment and selection, appraisal and development, conflict resolution etc.

9. To motivate and engage the team to create the right working environment to influence effective performance.

10. With the Director of Legal Services and Assistant Borough Solicitor, participate in the formulation of detailed Section objectives and policies and ensure the effective and efficient implementation of Council policies and the achievement of Council objectives, including financial ones.

11. To assist as required in Performance Reviews of Legal Services to ensure that legal services are delivered efficiently and cost effectively.

12. To participate as a senior officer in the Section's Legal Management Team.

13. To provide such other duties commensurate with the grading of the post as the Director of Legal Services and Assistant Borough Solicitor, from time to time may decide.
14. To ensure administrative compliance and development of processes to meet quality standards of external accreditations and requirements.

15. To actively market the Legal Services Business Unit both internally and externally and to develop appropriate business plans and methodologies

16. To demonstrate commitment to continuous improvement of the service and to contribute and participate as an active team member in the Legal Service Section.

17. To control, monitor and keep up to date the provision of library facilities and on-line materials and continually look for new and effective ways of providing these resources.

18. To assist in the monitoring and administration information management, complaints and ombudsman investigations.

19. To manage the department’s imprest account.
20. To oversee internal and external invoices for payment


	Standard Duties: 

1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.

2. To be familiar with customer care and health and safety policies of the Council/Directorate.

3. To participate in self-improvement in performance through workplace development.

4. Undertake any additional duties commensurate with the grade of the post. 



	Contacts:


Staff in Council directorates, legal staff, AGMA partners, outside agencies, courts and members of the public are the main contacts of this post. 



	Relationship To Other Posts In the Department:

Responsible to:      Assistant Borough Solicitor
Responsible for:    Business support/Appeals staff and Legal Staff within the Legal Services Division.

Experience, Education, Special Qualifications and Training requirements:

Control of Resources (Human, Financial, Material)




	Special Conditions:
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	POST TITLE

	Prepared
	
	
	

	Reviewed
	
	
	

	Reviewed
	
	
	

	Reviewed
	July 2017
	CB
	ABS


OLDHAM COUNCIL 

Personal Specification
Job Title:    Practice Manager 
	
	Selection criteria
	
	How

Assessed

	
	(Essential) 
	(Desirable)
	

	Education & Qualifications


	Educated to Degree level or equivalent and to have sufficient literacy and numeracy to be able to undertake the tasks and duties of the role. 


	Masters’ Degree level: MBA in Business Administration (Finance) or equivalent

Legal Accountancy qualification 

(ILFM)
	AF/C

AF/C

AF/C

	 Experience
 Required

	Experience of working within a busy Legal Services organisation in a Practice Management capacity. 

Experience of managing staff in a legal practice and dealing with complex issues.

Senior Management experience; advising on strategic and business management advice

Experience of using computer packages for word- processing, spreadsheets, databases and researching information

Experience of developing and maintaining secure administration systems/procedures within an office environment that impact positively on performance

Experience of revising office systems/procedures to improve efficiency

Experience of following financial procedures and monitoring budgets

Experience of managing and developing staff and allocating work to others

Experience of organising own workload

Experience of establishing and maintaining excellent working relationships with partners/clients 

Experience of coordination the completion of tasks that require contributions form a wide range of colleagues
	Experience of developing and maintaining a legal resources library. 

	AF/I

AF/I 

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I



	Knowledge
	Good working knowledge of the

Council’s policies and procedures

Detailed knowledge of legal process and documentation requirements to minimum ILEX Part 1 Case studies standard.

Extensive knowledge and experience of business and administrative processes.


	
	AF/I

AF/I

AF/I

	Skills & Abilities


	Experience of complex case management requirements

Negotiating and influencing skills

Ability to and previous experience of marketing a service to internal and/or external customers

Ability to engage with and motivate staff to deliver effective services and engender a positive culture and work ethic

Ability to deliver polite, courteous and efficient customer service

Communications skills enabling the exchange of varied information with a range of audiences which will include the provision and receipt of complex and sensitive data

Analytical skills and resourcefulness to solve carried problems and to recommend courses of action an provide business cases, briefing notes and presentations as and when required

Ability to investigate and report back findings, verbally and in writing 

Organisational skills to complete tasks to potentially conflicting deadlines, re-prioritising own work and that of others as appropriate

Initiative to respond independently to unanticipated problems, where decisions have to be made without reference to a line manager

To work on own initiative and to exercise a broad discretion in initiating and developing links with potential external clients and partners without access to a senior manager. 

Ability to undertake analytical research and prepare major and detailed business plans and to be accountable for the successful delivery of projects arising therefrom.

Strong interpersonal skills to develop, negotiate and agree levels of service provisions with partners/clients


	
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

	Work Circumstances


	Ability to travel to, and work at, various location in Oldham and to travel to meet with clients, partners, key stakeholders and to meet new prospective clients to market and develop the service and act as an ambassador for the service both within Oldham and beyond, but primarily within the Greater Manchester area.

Commitment to personal development


	
	AF/I

       AF/I




NB. – Amy candidate with a disability who meets the essential criteria will be guaranteed an interview. 


