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	Role title
	Junior Paralegal/Junior Legal Executive/Junior Property Executive (Property & Contracts) 
	Directorate
	Operations

	Level
	Staff Member 
	Department
	Legal Services


	Accountable to
	Head of Legal Services (Property & Contracts)

	Accountable for:
	


	Job Purpose: To conduct routine/standard property transactions for Optivo and its Group partners.  To undertake freehold and leasehold (residential) conveyancing including the preparation of property related transactional documents from precedents. To assist the Property and Contracts Lawyers as required.

	

	Principal Accountabilities: List the major activities, or functions necessary to achieve the job’s required outcomes. Each statement is timeless and relates specifically to the role. As a guide there should be 12 major areas of responsibilities. 

	1
	To conduct routine/standard conveyancing (such as resales, voluntary lease extension and interim staircasing) on behalf of Optivo and its Group partners.  

	2
	To assist where required with other non-contentious matters dealt with by the Property & Contracts team or the production of research notes on topics which are of interest to Optivo. 

	3
	Ensure communication between instructing officers and the legal team is effective and efficient.

	4
	To comply with the processes and procedures established in the team to ensure the efficient and effective provision of conveyancing.

	5
	To comply with the approved processes and procedures, including maintaining data records and registers as required by the Director of Legal Services. Complying with data management policies and processes, both in case management and in passing on key property data to other departments in a timely fashion.

	6
	Liaising with clients, suppliers and staff at all levels across the organisation.  Build and maintain effective working relationships with external contacts and partners. 

	7
	Ensure confidentiality, sensitivity and a professional approach in all activities.

	8
	To provide cover for other members of the Property & Contracts team in their absence.


	Relationships: Develops and maintains relationships inside and /or outside the organisation in order to get things done, particularly with the Home Ownership Team.

· Seeks feedback to help improve
· Welcoming to clients
· Easy to talk to 
· Understands and recognises the nature and scope of clients’ needs
· Shows passion for providing good service

· Always follows through until client satisfied

· Keeps the client up to date

	Person Specification:


	Knowledge, Skills and Abilities: Describe the technical and other knowledge, experience, skills and abilities required for the job.  Include the need for any academic, vocational or professional qualifications (specify essential and desirable criteria).

	1
	Knowledge

· Law degree, or equivalent

	2
	Skills

· Excellent IT skills in particular Microsoft Office suite and Outlook.

· Ability to present information in a variety of forms to a high standard, including excellent verbal and written communication skills. 

	3
	Abilities

· The post holder will be party to highly confidential and sensitive data and the ability to maintain confidentiality is of the utmost importance.
· Conveys confidence in own ability, decisions and actions and takes personal responsibility for the consequences. 
· Seeks feedback and learns from experience.
· Willing to admit mistakes

· Is positive and upbeat

· Talks positively about Optivo and its work

· Engages with all aspects of work, team meetings, road shows

· Considers impact of own actions on others

	Behavioural Competencies: 
I will demonstrate Optivo’s C.O.R.E. behavioural competencies at the level associated with my job role.  Please refer to our C.O.R.E. competencies grid. 

	My Health and Safety Obligations 

In my role I have a duty of care under the Health and Safety at Work Act.  This means I will be familiar with the relevant legislation and will work in a safe way.  As a staff member I will take responsibility for my own safety as well as my team’s safety and work in collaboration with the Health and Safety Officer to minimise any potential risks.

	My Data Protection Obligations
In my role, I have a duty to maintain the security and privacy of personal information of residents and colleagues. I will be familiar with the requirements of current Data Protection legislation and will take care to enter accurate, complete and compliant data in to our systems. I understand it is everybody’s responsibility to resolve data inaccuracies as and when they are found.


Further Relevant Information

Adopt and comply with strategy and regulatory requirements, organisational values, policies and procedures, including Health and Safety, Equality and Diversity, Procurement, Data Quality & Assurance, Safeguarding, Value for money.

No Job description can cover every issue which may arise within the job at various times and I am expected to carry out other duties from time to time, which are broadly consistent with those described. 
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