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JOB DESCRIPTION

	Job Title
	Legal Advice Centre Legal Assistant with Qualifying Work Experience Training

	School
	Royal Docks School of Business and Law

	Grade 
	C

	Location
	USS

	Reporting to 
	Legal Advice Centre Director/LAC Lead/ Head of Department

	Dotted line responsibilities
	None 

	Line management for 
	None 

	Key working relationships: Internal 
	Director of Legal Advice Centre, LAC Lead, Head of Department and students 

	Key working relationships: External 
	External stakeholders

	Contract type/ Hours 
	 Fixed Term – 12 Months / Full time 


 
Build your career, follow your passion, be inspired by our environment of success 



THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 5 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.



BRIEF OVERVIEW OF ROYAL DOCKS SCHOOL OF BUSINESS AND LAW

The Royal Docks School of Business & Law is a contemporary and vibrant learning community where we focus on providing a transformational educational experience for our students. With a clear focus on creating graduates of the future.

We are a diverse faculty with expertise and international reputations for work on high quality research in areas including human rights and international law, housing law, financial technology regulation, world trade regulation, employment law and competition law. Our colleagues have spoken at the UN and British Parliament, advised numerous national and local governments and NGOs, and appear regularly in the media. We are committed to widening participation, equality, diversity and inclusion, student development, success and employability, working with and contributing to both the community in East London, and wider society.



JOB PURPOSE

Since the foundation of the LAC in 2014, it has been supported by a legal assistant who provides specialised administrative support to the activities of the centre. The role of the legal assistant involves supporting the handling of clients and cases, setting up client matters on the Intralink and Cleo systems, booking relevant rooms, providing support to the LAC Director in drafting client letters and conducting legal research where necessary. This is a in person, on Campus position, at times across the different campuses. Flexible working will be allowed at the discretion of the LAC lead and Director.

As part of the training contract requirements, you will also be supervised in appointments and follow up with clients and students.



KEY DUTIES AND RESPONSIBILITIES



· To compile a comprehensive database of Legal Advice Centre clients for each academic term. To update this database regularly on Clio, Intralink and Client register.

· To add to and maintain practice management and student recruitment folders and managing Teams register and log attendances on Careerzone. To create Careerzone link for each Advice session.

· To create rotas for student volunteers engaging in our various services/projects at the Legal Advice Centre.

· To assist with updating all case management systems/client details. To send post interview letter and closing letter in a timely manner.

· To assist the LAC with the organisation and advertisement of public lectures/mooting and debating/information leaflet projects and any other events as organised by the Department and School as 
approved by the Director or Lead of the LAC. 

· To liaise directly with the Department Officer for LPJ booking refreshments and rooms.

· To support the Director/Lead with new Partnerships within the LAC.

· Where necessary, to assist with photocopying, scanning and printing of confidential and non-confidential documents. To destroy where necessary.

· To assist the LAC Lead with compiling end of term statistics in respect of the Legal Advice Centre advice work and other project activities. To assist LAC Lead with regular Newsletters.

· To manage social media platforms and update regularly with student engagement or legal articles.

· To send administrative emails, letters or documents to student volunteers, clients, and/or external parties as instructed by the Director/Lead/Supervising Solicitor. 

· Any other duties, in line with the level of the post, and as instructed by the Director/Lead/Supervising Solicitor of UEL LAC.

· To work in accordance with UEL’s Equality and Diversity Policies. 

· To comply with all data protection and confidentiality agreements in place at the University of East London and at the Legal Advice Centre.  

· You will maintain your own training record as required by the SRA, a template can be found on the SRA website. This may be checked by the LAC Lead on a regular basis.

















The duties and responsibilities outlined above provide a general overview of the range of tasks that this role at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed. 

The job description may also be updated to reflect changes in circumstances, and employees will be consulted if any amendments are required.

All employees must adhere to all UEL policies and regulations, demonstrating a commitment to equal opportunities within a diverse and multicultural environment. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.







PERSON SPECIFICATION

The University's Core  Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.

 

	Category

	Essential Criteria
	Desirable Criteria

	Education & Qualifications

	· Undergraduate Law Degree 
· either completion of the SQE or intend to enrol on the SQE.



	· Experience of working in a Legal Advice Centre


	Experience & Knowledge

	· Previous office/administrative, and/or working in a Legal Advice Centre 

· Experience of using own initiative to resolve problems 

	· Familiarity with case management 

· Knowledge of the areas of law that the Legal Advice Centre advises on.

· Understanding of legal professional/regulatory conduct 

	Skills & Abilities

	· Excellent communication skills  

· Ability to plan/organise events 

· Willingness to work flexible times  

· Ability to manage and motivate self and wider team to ensure that objectives are met 

· Work under pressure and to strict deadlines
· Commitment to and understanding of equal opportunities, data protection and client confidentiality matters 

	· Ability to measure and monitor progress of student volunteers against objectives 










Further Information: 

UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to accept our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.
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