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JOB DESCRIPTION
	Post Title:  Dispute Resolution Assistant ASK  \* MERGEFORMAT 

	Department: Corporate Core
	Post No: 

	Division/Section: Legal Services
	Post Grade: 10

	Location: Town Hall/Agile
	Post Hours: 37 hours per week, Monday to Friday.

	Special Conditions of Service:  None

	Purpose and Objectives of Post: The efficient execution on behalf of the Council of a variety of work of a legal and administrative nature relating to criminal and civil litigation with emphasis on dispute resolution, debt recovery and rent possession. To undertake a range of legal, technical and administrative tasks as directed and under supervision.

	Accountable to:  Director of Law and Democratic Services/Head of Legal Services

	Immediately Responsible to:  Head of Legal Service/Team Leader

	Immediately Responsible for:  N/a

	Relationships: (Internal and External)
Internal Elected Members, Chief Officers, Senior Management/Officers throughout the Authority, Other related Council service providers e.g. ALMO’s, LATCO’s, schools, etc
External Solicitors in private practice, Counsel, Court Officers, Government Departments, Members of Parliament, Experts/Consultants, Members of the Public, Outside Agencies and Professional Bodies.

	Control of Resources: 
1.The payment of Court, Counsel, consultants and experts fees, compensation and costs.

2. Receipt of monies payable by way of compensation, costs and in respect of outstanding debts.

3.Receipt and payment of monies under transactions.

	Duties/Responsibilities: 
1. Under direction, guidance and supervision to assist in the preparation and processing of criminal and civil litigation cases including and with an emphasis on dispute resolution, sundry debtor and rent possession claims (including the recovery of Business Rates and Council Tax), in the County Court and Magistrates Court as required including advocacy at Hearings, encompassing:
a) The receipt and consideration of case evidence including requests to issue rent possession claims;

b) The issuing of information and claim forms/statements and particulars of claim;

c) The arrangement of process serving of all claim forms and statement of facts, pleadings, orders and statutory notices as required;

d) Liaison with the County Court and Magistrates to obtain, arrange and/or make appointments for hearing dates;

e) The preparation of cases for hearing in the County Court and Magistrates Court and their presentation;

f) Provide assistance with cases on appeal or by way of case stated;
g) The maintenance of litigation files and records;
h) The payment of Court, Counsel, consultants and experts fees, compensation and costs and other awards.

i) The payment of costs and damages/penalties to Council Departments and other internal and external clients;

j) The consideration of and actioning of related correspondence with claimant/defendant and their representatives;
k) The preparation of cases for hearing including for fast track and multi-track trials;

l) Liaison with clients, client departments, Counsel and internal/external witnesses, providing updates, court dates and outcomes as required.

m) The conduct of related correspondence with claimant/defendant and their representatives;

n) Oversight and monitoring of the automated debt recovery system.
2. With support and assistance to undertake advocacy in connection with litigation in cases appropriate to the postholders responsibilities in both the County Court and the Magistrates Court.
3. Under direction and guidance to provide timely oral and written legal advice to Council Departments and other internal and external clients in relation to individual cases and statutory powers/duties encompassing:

a) Consideration of relevant law

b) Consideration of available evidence and obtaining expert opinion where appropriate

c) Consideration of possible courses of action

d) Where appropriate brief Counsel.
4. With support and assistance from supervisor to advise members of the public and occasionally Members of the Council both verbally or in writing on matters affecting or concerning the Council and which fall within the range of principal duties of the postholder.
5. To assist with undertaking all necessary liaison with Court officials, Counsel, Solicitors in private practice, Agents, and any other external organisation/agencies as required in order to execute instructions from instructing departments.

6. With support and assistance from supervisor where required, attend Court and ensure Council Departments understand the effects of any Court Orders made.
7. Attend professional education/development courses as required.
8. To comply with quality systems adopted by the Legal Services Division.



	   6.  With support and assistance from supervisor where required, attend Court and ensure      

Council Departments understand the effects of any Court Orders made.
   7.   Attend professional education/development courses as required.


	   8.  To comply with quality systems adopted by the Legal Services Division.


	· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies. 
· Health and Wellbeing -As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR CORPORATE CORE
JOB TITLE

	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualification at CILex Level 3, law degree or equivalent or demonstrable experience at that level 
	X
	

	Knowledge and experience of criminal and civil litigation and of the processes followed by courts and tribunals
	X
	

	Experience of court attendance including advocacy
	
	X

	Knowledge and recent experience of debt recovery 
	
	X

	Knowledge and experience of insolvency procedure
	
	X

	Knowledge and experience of the Possession Claims on Line process
	
	X

	Ability to assimilate information from various sources and provide advice and/or guidance
	X
	

	Ability to organise and prioritise workload, in order to meet deadlines.  
	X
	

	Ability to work as a member of a team
	X
	

	Experience of advising verbally and in writing 
	X
	

	Ability to work with minimum supervision, display initiative and to take responsibility for decision making
	X
	

	IT literate with an ability to use Outlook and case management systems
	X
	


Contd. overleaf
CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:
	ASSESSMENT

METHOD
	CRITERIA

	
	

	
	

	
	

	
	

	
	


