SURREY HEATH BOROUGH COUNCIL
JOB DESCRIPTION

Solicitor (permanent post)
	Service
	Legal Services
	Post Title
	Solicitor
	Post No.
	Click here to enter text.
	Responsible to
	Principal Solicitor


	Job Purpose

	The postholder will work under the general guidance of one of the Principal Solicitors in the team and will be responsible for a wide range of non-contentious matters which will principally include landlord and tenant work relating to the investment property portfolio, but will also include advising on proposed development sites, acquisitions and disposals of properties and providing advice on property and other Council matters.




	SUPERVISORY RESPONSIBILITY

	None

	IMPORTANT INTERNAL RELATIONSHIPS

	Legal team, all staff as clients across the authority at all levels and councillors

	IMPORTANT EXTERNAL RELATIONSHIPS

	External solicitors, barristers, members of the public other government departments and local authorities



MAIN PURPOSE OF JOB
	Knowledge & Expertise

	· Responsibility for a variety of non-contentious legal matters and case load
· Dealing with all aspects of lettings and other asset management work including:
· New lettings, renewal leases and reversionary leases;
· Licences to alter, assign, underlet; 
· Deeds of variation, rectification, surrender and deeds of easement; and
· Rent review memoranda.
· [bookmark: _Hlk70096941]Reporting and advising on proposed development sites.
· [bookmark: _Hlk70096965]Dealing with acquisitions and disposals of properties.
· Advice on general property matters across the Council’s estate.
· General Local Government advice

	



	Relations with People (internal and external)

	· To maintain effective relationships with all staff across the Council as clients, particularly the Estates Manager
· To maintain effective relationships with councillors
· To maintain effective relationships with external solicitors and barristers, managing agents, letting agents and other local authorities

	



	Creativity & Innovation

	· To plan work outcomes and prioritise work in accordance with any legal or statutory timescales and according to deadlines set by the client department or supervisor
· To ensure corporate governance is achieved

	



	Financial Accountability

	· To assess risk (including financial risks) to the Council associated with any legal work undertaken by you on behalf of the Council
· To recover costs associated with work transactions wherever possible

	



	Impact upon the Organisation and the Community

	· The work will have direct impact on the community and across all client departments
· To provide a high level of client care at all times and maintain effective relationships with clients and councillors

	



	Management & Supervisory Responsibilities

	· None




	Initiative and Independent Action

	· To work under supervision on commercial property casework and other matters in accordance with the risk profiles relevant to this post

	



	General

	· To carry out any other duties commensurate with the grade of this post, as and when required

	· To draft instructions to counsel if necessary on allocated casework



