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GreenSquareAccord Job Description

	Job Title
	Legal Manager

	Location
	Birmingham

	Department
	Governance and Compliance

	Team
	Legal Services
	Date updated
	

	Job Family 
	Professional Services

	Grade
	5

	Organisational Structure

	The role reports into the Head of Legal in the Governance and Compliance Directorate. 


	Role Purpose

	To assist in the management of GreenSquareAccord’s in-house legal services function, ensuring the delivery of professional, timely, and effective legal support across the organisation. 


	Role Context

	As a senior member of the legal services team you will work directly with the Head of Legal Services to assist in the provision of legal advice to teams across the business.  You will work closely and collaboratively with stakeholders to ensure that they receive high quality legal services, tailored to their needs, which manage risk to the Group.

	Key Accountabilities

	· [bookmark: _Hlk120024104]Assist in the provision of specialist in-house legal advice across all areas of social housing law including tenancy management, possession, disrepair, ASB and property related matters.
· Support the Head of Legal with the instruction, supervision and management of panel solicitors and external counsel in line with Group processes.
· Assist the Head of Legal in developing the in-house legal function to meet the needs of the Group, including continual review of in-sourced/ out-sourced services to support value for money, risk management and resource efficiency.  
· Lead on the review of legal processes across the business within the area of specialism (housing litigation) and scope and deliver process improvement projects, reporting regularly on progress to key stakeholders.
· Communicate regularly and effectively with key stakeholders and colleagues across the business, working to understand their legal services requirements.
· Assess and schedule relevant training for the legal team and other departments to upskill and fill knowledge gaps.
· Keep up to date with the constitutional, legal and regulatory framework within which housing associations operate and ensure such knowledge is disseminated across the business to encourage a compliance-based culture and an alignment with legal obligations and best practice. 
· Work in partnership with colleagues in the Governance and Compliance team to ensure a streamlined and joined-up service is provided from legal services, company secretarial, and risk and assurance teams.
· Assist the Head of Legal with the budget, managing spend, invoices and ensuring value for money from external providers in line with any framework or other contracts

	Responsibilities

	Confidential information
	
· The post holder will be responsible for highly confidential and commercially sensitive information. 
· Ensure security of data, especially sensitive personal data, in line with data protection and IT policies.  
· Trust and integrity is paramount due to the nature of the role.


	Budgetary/Financial
	
· Assist in the processing of invoices, ensuring the correct budget code is applied. 
· Able to manage procurement card expenditure and system requirements. 


	Security
	
· Ensure security of data, especially sensitive personal data, in line with data protection and IT policies.  


	Specialist Advice
	
· Ensure that specialist and relevant advice is provided throughout all services. 


	Health and Safety
	
· Co-operate at all times with management in the implementation of and adherence to health and safety policy and procedures. 
· Take reasonable care for their own safety and for the safety of others who may foreseeably be affected by their actions at work. 
· Not intentionally or recklessly interfere with or misuse anything provided for the purpose of health and safety at work. 
· Report all health and safety concerns to line managers. 
· Assist with the completion of the risk assessment programme. 


	Working Relationships and Contacts

	Internal
	
· Governance and Compliance Team
· Executive Board
· Board Members 
· Leadership Group
· Other teams across the organisation as necessary


	External
	
· Customers 
· Local authorities  
· Councillors and MPs  
· Solicitors/Insurers 
· Financial institutions 
· Regulator for Social Housing 
· External agencies


	Other

	
· Undertake other duties as may reasonably be required.






Person Specification

	 
	Essential
	Desirable

	Qualifications

	Professional Qualifications
	A qualified solicitor  or FILEX with appropriate levels of PQE including experience in an in-house legal role (preferably within the housing sector).

	

	Membership of Professional Body
	Solicitors Regulation Authority/CILEX 
	

	Specialist Qualifications 
	Legally qualified 
	

	General educational ability
	· Post-graduate 
· General financial and budget management skills
· IT and administrative skills 

	

	Knowledge, Skills and Experience 

	Policy/procedure knowledge/Advice
	· Up to date knowledge of relevant legislation and regulations and an understanding of the business drivers affecting, and the legal, regulatory and business risks faced by GSA.
· Ability to identify issues and risks to be escalated to Head of Legal.
· Honest, professional, responsible and discreet and able to act with the upmost confidence at all times. 
· Motivated, energetic, resilient and with strong interpersonal skills and a willingness to learn. 
	

	Quality/Timeliness
	· Self-motivated and the commitment to deliver excellent service to internal and external stakeholders. 
· Excellent administration and organisational skills, with ability to manage own, sometimes demanding workload whilst maintaining high standards. 
· Highly attentive to detail with strong organisational and planning skills. 

	

	Initiative and Creativity
	· Ability to use initiative and find solutions to problems using contacts and relationships with stakeholders. 
· Highly resilient, able to work at pace in a changing environment, able to handle ambiguity. 
· Confident and able to make decisions that align to business priorities.

	

	Problem solving/analysis/Decision Making
	· Strong relationship management skills with the skill to build and maintain productive relationships with key stakeholders.
· A pragmatic and practical approach.

	

	Report/document/letter writing/Minute taking
	· Highly literate, with excellent written and grammatical skills. 
	

	Project management
	· Ability to manage and prioritise multiple projects.  Highly motivated with the ability to be proactive, take initiative, follow through and complete projects in a professional and timely manner.

	

	Finance/Budgetary 
	· Commercially aware, able to balance decisions on spending with our obligation to provide value for money. 

	

	Procurement/contract management
	· Ability to follow organisational procurement policies and manage contracts to ensure legal compliance. 

	

	Management and Leadership
	· Self-motivated and ability to work with limited supervision, once given direction 
· Ability to function well as part of a team with a willingness to help others succeed 

	

	ICT/Software
	· Equipped with excellent computer skills including proficiency with Microsoft Excel, PowerPoint, Word, SharePoint and Microsoft Teams 



	

	Other 

	
Ability to travel to GSA offices when needed.
Prepared to work outside of core hours as required.
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