Job description
Job Title: Education Solicitor

Reporting to: Head of Department

The Role

e To undertake fee earning work in supporting senior members of the team and in developing an
independent case load
e To make a positive contribution to the work of the Department and to the firm

Key responsibilities

The fee earner is responsible to the Head of the Education Law Department (currently Karen May),
and to the firm as a whole, for the effective and efficient conduct of cases on behalf of clients in
accordance with the overall policies and objectives of the firm. The fee earner is also responsible
for pro-active development and promotion of the firm’s high standards and reputation.

All the firm’s qualified fee earners are specialists and although they may have some opportunity to
work outside their field of specialism, it is anticipated that the specialist area will account for the
majority of their fee earning work.

For fee earning and case management purposes, the fee earner is responsible to the Head of the
Education Department. For other purposes, e.g. in relation to issues relating to equipment or
accommodation the fee earner may be responsible to the Partner with the responsibility for that
specific issue.

The post primarily involves the following:-

o Dealing effectively and efficiently with enquiries from prospective new clients.

e Accepting instructions from new clients and advising them on costs and funding and the firm’s
terms of business and confirming that advice in writing in accordance with practice requirements
of the LAA and or Solicitors Regulation Authority.

e Obtain payments on account of costs at all relevant stages and keep client advised of costs
throughout the course of the case. Delivery of regular bills to the client.

e Maintain effective and professional contact with all other parties involved in the case and
maintain all necessary correspondence.

e Undertake all necessary preparation of the case or matter.

e Maintain a full and orderly file with comprehensive attendance notes of all meetings, attendances
and telephone calls.

e Use fully and record all chargeable and non-chargeable time on the firm’s time recording system.

e At conclusion of any case, provide all relevant advice to the client and deal with the proper file
closing arrangements and storage.

e Comply with the LAA and or Solicitors Regulation Authority’s standards of professional conduct
and ethics, and particular with the strict requirement of confidentiality of client’s affairs, at all
times.

e Maintain such financial records and financial information as may be required by the LAA and or
Solicitors Regulation Authority or the firm, including providing calculations of work in progress
from time to time;

e Adhere so far as possible to annual billing and performance targets (which would be calculated
after consultation with the fee earner) and with performance measures.

e Become familiar with and observe the internal requirements of the firm for file opening and
closure, accounting procedures, and maintenance of all necessary records and other
administrative requirements.

e Work effectively and efficiently with the non-fee earning staff including the Department and
firm’s secretaries.
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o Become familiar with and make the most effective use of the firm’s equipment.

e Attend meetings within the Department or the firm to review case work or for the purposes of
supervision.

e Attend training internally and externally as agreed with the Head of the Department and maintain
a record of all training undertaken and CPD points.

e To complete and maintain as necessary any professional documentation or records (such as a
Practicing Certificate) as the LAA and or Solicitors Regulation Authority or any other professional
body may require.

Person specification
Essential:

Qualified solicitor;

Experience of acting for clients in education law cases;

Excellent negotiating experience and skills;

Excellent oral and written communication skills;

Experience of promotion of solicitor’s work;

Efficient and cost-effective work practices;

Knowledge and use of time recording systems and IT;

Thorough understanding of the obligations, including ethical obligations, of working as a solicitor.
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