
 
 
 
 
 
 
 

PERSON SPECIFICATION 
 

NOTE TO APPLICANTS: 
Whilst all points on the specification are important, ‘D’ is desirable. 
Those marked ‘E’ (essential) are the key requirements.  You should pay 
particular attention to these essential  points and provide evidence of meeting 
them.  Failure to do so may mean that you will not be invited for interview. 

 

 

JOB TITLE:  Senior Legal Assistant Safeguarding  
GRADE:  7 
JE REFERENCE: A9666 
DIRECTORATE: Chief Executives 
SERVICE:  Legal and Democratic Services 
 
CRITERIA: 
 
Experience 
 
1. Experience of working in a legal environment  witihin the specialist area of 

Safeguarding(E) 
 

2. Experience of supporting solicitors and other fee earners on children’s 
safeguarding / land and  property / corporate and other legal matters (E) 
 

3. Experience of having conduct of a caseload of legal matters which are not 
complex including advising clients and drafting documents and 
correspondence (E) 
 

4. Experience of dealing with and advising on one of the specialist areas? 
 

 children’s safeguarding matters  including s31 care proceedings, s37 
proceedings and pre-action processes and procedures (E) 

 Education and adult safeguarding matters 
 

5. Local Government prosecutions experience (D) 
 

   
Skills and Abilities  

 
1. Clear oral  and written communication skills , with court advocacy skills, 

together with a developed level of interpersonal skills and organisational 
ability  (E) 

 



2. A sensitivity to practical issues and a proactive approach to advice (E)  
 
3. The ability to draft documents, prepare and review statements for court and 

draft correspondence in legal proceedings (E) 
 

4. The ability to work with minimal supervision (E) 
 
5. Experience of working with a legal case management system (E) 
 
 
 
Education/Qualifications/Knowledge 
 
 
1. A knowledge of Local Government Law (E) 
2.    Qualified as a Chartered Legal Executive, Solicitor, Barrister or equivalent (D) 

 
3.   Membership of Institute of Legal Executives or a Pass grade on the Law 

Society Practice course, or evidence of working toward this.  (E) 
 

 
 
Other Requirements  
 
1. The post holder needs to be flexible and to be able to accommodate change 

and pressure with an awareness of constraints affecting the working 
environment e.g. financial constraints/deadlines/timescales (E)  

 
2. An ability to maintain confidentiality (E)  

 
3.    Strong team working skills (E)  
 
 
 
Commitment to Equal Opportunities  
 
Ability to understand and demonstrate commitment to equality and diversity (E) 
 
 
Commitment to Service Delivery/Customer Care  

 
An ability and willingness to make personal commitment outside of office hours e.g. 
for attendance at evening meetings or courses (E) 
 
 
 
Methods of Assessment key 
 
A = Application form, C = Certificate, E = Exercise, I = Interview,  
P = Presentation, T= Test, AC = Assessment centre 

 


