

JOB DESCRIPTION FORM

	JOB TITLE:
	Senior Property Lawyer


	DATE COMPILED / AMENDED:
	October 2019


	DEPARTMENT:
	Chief Executive


	COMPILED BY:
	Head of Legal Services


	Job No:
	1A128P




JOB OUTLINE

Purpose: 
To provide a cost effective, efficient and comprehensive legal service to client departments within Broxbourne and where shared legal service arrangements are in place, to provide the same to those Councils, in addition to other public sector partners.

Undertaking and advising on all aspects of residential and commercial conveyancing and associated matters.  To take responsibility for the more complex property transactions and provide support and assistance to staff within legal services dealing with property related work.


DUTIES

	1.



	Managing all property related legal work that is required by the council to include carrying out the more complex transactions, identifying in consultation with Head of Legal Services suitable means of outsourcing work to cope with peaks in demand or special expertise requirements

	
2.



	
Acquiring and disposing of freehold and leasehold, commercial and residential property both with registered and unregistered titles including the preparation of all documents necessary to effect such acquisitions and disposals.


	3.


	Dealing with commercial lettings and matters relating thereto - including (but not exclusively) drafting and granting business leases, licences to assign, rent reviews and drafting and serving notices under the Landlord and Tenant Acts.

	
4.


	
Dealing with agreements relating to residential properties - including drafting and granting miscellaneous tenancies and licences.


	5.


	Drafting miscellaneous agreements - including (but not exclusively) deeds of rectification, easements, wayleaves and release of covenants.


	6.


	Providing advice to other departments on conveyancing issues involving the interpretation of statutes and deeds and advice on changes in the law to ensure the Council’s compliance with the law at all times.

	7.

	Providing assistance in drafting contracts and agreements, as required.


	8.
	To advise on data protection and freedom of information matters.

	9.


	Training staff to carry out the less complex aspects of the property work and supervising their cases as necessary.


	10.
	Such other conveyancing or property based legal work and related duties as the Head of Legal Services shall require.

	11.
	To undertake any other related duties and responsibilities as they arise.




RESPONSIBILITY AND AUTHORITY

	Staff:
	Support to Property Lawyer and other staff undertaking property work within legal services


	Financial:
	In accordance with the level of work undertaken, to protect the Council’s position in all transactions undertaken on behalf of the Council

	Professional:
	Commensurate with the seniority of the post and the high level of unsupervised work required.

	Equipment:
	Normal office equipment


	Other:
	None




RELATIONSHIPS

	Accountable to:
	Head of Legal Services


	Contacts with other people:
	


	a) Own Department:
	At all levels within the Chief Executive’s Department as required.


	b) Elsewhere within the Council:
	At all levels within the Council dealing with receipt of instructions, offering advice and providing information.


	c) Outside the Council:
	Members of the public, private sector solicitors, and other professional advisers, legal and other statutory bodies, etc, providing information and effecting negotiations, as required.




PHYSICAL CONDITIONS

	Location:
	Broxbourne Borough Offices, Bishops’ College Cheshunt.  

Epping Forest District Council Offices, 323 High Street, Epping.

The Council reserves the right to require you to work at different locations, on different tasks or for different operational areas if the needs of the business so dictate. 


	Exertion:
	Normal physical activity. 


	Accident/Health Risks:
	No significant risks associated with the post provided duties are carried out with due care and attention and in accordance with normal rules and procedures.




ECONOMIC

	Grade:
	Q37


	Hours:
	21 hours per week; expected to work such hours as required for best performance of duties


	Overtime:
	Unpaid.  

Evening Committee attendance may be required with entitlement for compensatory time off in lieu.

	Car allowance:
	Casual user at standard rate per mile


	Housing:
	In accordance with Council policy


	Relocation / Removal:
	In accordance with Council policy




Other

	Is this an alcohol restricted post?
	No




EQUAL OPPORTUNITIES 
All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

EMPLOYMENT CHECKS REQUIRED FOR THIS POST 
The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

EMPLOYMENT OF EX-OFFENDERS
The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

DISCLOSURE OF CRIMINAL RECORD
[bookmark: _GoBack]As this post has substantial access to children or vulnerable adults or is based at premises deemed to be a school premises or is subject to legal protection or administers justice it is a condition of any offer of employment that the council applies for and has received the outcome of the Disclosure of any criminal record.  As part of this process your will be required to provide documentation relating to your identity and also complete an application form.  The outcome of the Disclosure of any criminal record must be received before potential candidates can start in post.  There is a requirement that this will be repeated every three years after employment.

SAFEGUARDING
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations

SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.

H:\Staff\NEW POSTS\Senior Property Lawyer\JD - Senior Property Lawyer 5.10.19.docx
