
JOB DESCRIPTION

	JOB TITLE
                Solicitor

	DEPARTMENT
                Corporate & Commercial
	DATE
November 2021

	RESPONSIBLE TO:
Department Head

	RESPONSIBLE FOR:
N/A

	PURPOSE OF JOB
              To provide legal advice, assistance and representation to clients of the Company within the Corporate & Commercial department.

	DUTIES

1 Legal
· To provide quality legal advice, assistance and representation to clients in the following key areas: -

- Mergers & Acquisitions (both shares and assets), Corporate Governance, Restructuring and refinancing, Joint Ventures, Partnerships, Commercial Agreements and Intellectual Property
· To comply with the Company’s policy and department procedures on the following: -

(i) taking and confirming instructions

(ii) client care

(iii) file management

(iv) file organisation 

(v) file review procedure

(vi) Immediate reporting of possible claims or complaints

2 Financial

· To achieve and seek to exceed the chargeable and non chargeable time recording targets set by the department
· To invoice and recover the maximum fees possible and achieve any fee targets set subject to the principles of the SRA code of conduct and the obligation to treat clients fairly
· To adhere to the Company’s Financial Management and invoicing/credit control policies
· To monitor WIP levels, invoice or write off as necessary, and arrange file closures in a timely fashion
….

	3 Business Development

· To actively conduct and take part in marketing and business development opportunities for the benefit of the department

· To seek to maximise internal and external referrals by creating lasting relationships with clients and other professional contacts.

· To work with the Department Head, the Marketing Manager and colleagues to develop the department strategy and to generate new ideas of business 
· To attend and represent the company at marketing/networking events for the purposes of bringing in new business

4.
General

· To deliver a first class client service

· To make appropriate recommendations for service improvement.

· To attend and represent the department at internal and external meetings, as required.

· To undertake any other appropriate duties as may be required by the head of department.

· To identify and attend relevant training to ensure achievement of annual development requirements in a timely fashion
· To co-operate with and take part in all Company policies and procedures 
· To manage time effectively in order to deal with workload

· To manage diary effectively in order to prioritise relevant commitments
· To run and maintain files in a neat and tidy fashion (having regard to relevant compliance requirements) and in accordance with the Company’s and Department’s procedures
This job description will be reviewed annually and amended in consultation with the post holder





