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	Job Title
	Legal Service Administrator (JD150)

	Role Level
	Senior Business Support

	Job Purpose
	Provide legal administrative support to the legal teams to efficiently deliver legal services to clients within the Commission.

	Accountabilities
	· Ensure that efficient administrative support is provided to the legal advisory team in line with established service measures.
· Deliver administration in line with clearly defined guidelines and precedents, with access to advice as required.
· Maintain accurate record keeping relating to cases.
· Compile statistics for the legal team.
· Create required performance and activity reports.
· Provide project support and basic research, as required by the legal team.
· Provide support to the legal teams in relation to CQC’s Records and Document Management policies.
· Provide administrative support of case documentation such as filing, word processing, photocopying and compiling documentation packs as directed.
· Provide support to legal action undertaken by the in-house team, when required.
· Co-ordinate billing arrangements in relation to external panel firms.
· Have the appropriate knowledge, skills and experience to actively promote diversity and equality of opportunity, treat everyone with dignity and respect and avoid unlawful discrimination.

	Specific skills and experience
	· Experience of administration within a legal team or similar discipline.
· Excellent verbal and written communication skills.
· Excellent numeracy skills
· Excellent IT skills particularly Word and Excel.
· Experience of independent research and report writing. 
· Excellent attention to detail
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Competencies 
Adaptability and learning
· Delivers changes required, questioning constructively to improve; understanding what learning is needed and pursues it, managing own development.
· Reflects and learns from experiences, responding flexibly to deliver projects and initiatives.
· Embraces change and promotes it to others managing both personal and team development to meet changing priorities.
Energy and initiative
· Listens to objections, suggesting creative workarounds to overcome setbacks.
· Drives delivery, overcoming resistance through negotiation to achieve objectives.
· Maintains energy levels to exceed standards, never ceasing to act as an ambassador for CQC.
Collaborative working
· Drives planning to ensure timely engagement and effective use of resources.
· Leads effective information sharing and facilitating collaboration between stakeholders, even when opinions are divergent.
· Respects diversity including that of experience, knowledge, specialist knowledge and seeks out opportunity for partnership.
Taking Ownership
· Takes responsibility to ensure that individual and team delivery, enabling and influencing others to deliver to timescales.
· Demonstrates consistent behaviour, is fair in decision making and clearly and confidently communicates, even under pressure.
· Strives to achieve high standards fulfilling commitments challenging accepted thinking.
Continuous Improvement
· Works to improve organisational effectiveness and efficiency, listening to ideas for improvement and welcoming challenge.
· Encourages the implementation of best practice, instilling high quality standards and ensuring accuracy.
· Champions improvement and creates an environment where innovation and a pragmatic approach to risk evaluation is valued.
Decision Making


· Evaluates and interprets data to support decision-making. Making sound judgements on the use of resources and evaluation of information.
· Thinks laterally and creatively and encourages others to do the same.
· Seeks expert engagement to inform and improve outcomes, considering the consequences of actions and associated risks.
· Applies expertise effectively to meet deadlines.
Managing work
· Manages workflow by adapting systems and methods to improve performance.
· Manages risk without unreasonably impacting performance or customer service.
· Set realistic but challenging timescales for self and others, plans well and delivers on time.
Enabling individual and team success
· Builds the reputation of the team with stakeholders, shaping interactions to help individuals grow and learn.
· Recognises and celebrates success of others, provides honest and constructive feedback about unacceptable performance.
· Promotes collaborative working across CQC and with its stakeholders, building relationships based on trust.
· Inspires others employing a variety of techniques to embrace diversity.
Leading delivery
· Demonstrates awareness the need for efficiency and resource saving, providing feedback on performance honestly.
· Helps colleagues understand performance, setting realistic, yet stretching targets.
· Seeks to delegate.
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