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	Category / department:
	Assets

	Job title:
	Legal Administrator

	Contract type:
	Permanent

	Number of posts: 
	1

	Fixed term:
	NA

	Ref number:
	1634

	Rate of pay:
	Spot Salary between £22,764 - £26,634
	

	Hours per week:
	37

	Closing date:
	23 August 2020


Overview

To provide support for Section 11 disrepair cases and other Asset led legal processes.

To actively assist the legal ‘no access’ process on all asset and compliance activity. 

Keep up to date with any regulatory or legislative changes that may impact the legal process and ensure KHT policy is updated and processes are re-engineered to reflect changes. 

Job description

Main Duties

· Coordinate the delivery of a quality and robust legal service and no access process. 

· Support the day to day processing of disrepair cases to include data collation, purchase order processing, appointment scheduling and case management.

· Prepare repair history, external and internal defects reports, schedules and all other relevant information. 

· Process legal and statutory documentation accurately and in a timely manner. Comply with legal protocols and internal timescales to allow LHG to meet all statutory and policy requirements.

· Support the process for gaining access into properties for all asset and compliance related activity. Communicating with residents and making system-based notes of all activity.
· Assist with maintaining an up to date and accurate database of all disrepair cases. Make sure all data/documents are stored within corporate system and communicated to teams and solicitors accordingly.

· Assist with the retrieval and capture of system-based information. 

· Support the analysis of disrepair trends and data and proactively target where intervention is required.

· Accompany other team members or appointed experts on visits to tenants’ homes.

· Deputise for the Legal Officer in any absence. This could include dealing with complex issues that arise during the progression of legal cases.

· Attend meetings, courses, seminars and conferences as required in connection to ensure a demonstrable path of continual professional development.

· Ensure that our Customers are at the heart of everything we do.

· To read, understand and demonstrate a commitment to the Group’s Employee Charter.

· Expected to ensure compliance with all legal obligations concerning the protection of data concerning employees, customers and third parties.

· To take responsibility for your own health and safety and that of your colleagues in accordance with the Health and Safety at Work Act (1974), whilst following the Group’s Health and Safety policies and procedures at all times. 

· To work in a variety of locations including premises not directly under the control of the Group

· Some flexibility over working hours is necessary to meet the requirements of the job.

· Adapt a proactive approach to identify and mitigate risks to your business area by informing your line manager and contribute to updating the risk register.

Key Accountabilities
· A continuous reduction in spend relating to Section 11 cases

· No properties accessed outside of timescales for any compliance related activity.

· A reduction in the use of solicitors when handling Section 11 cases and access proceedings.

· Escalation of any non-compliance to the relevant manager(s)

· Adherence to all company policies and regulations

This job description is a representative document. All duties outlined in this document apply to the Group. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.
Candidate requirements

	
	Essential
	Desirable
	Method of Assessment (see list below)

	Education and Qualifications

	3 x GCSE’s (or equivalent)
	X
	
	AF

	Evidence of continued personal development
	X
	
	AF

	Experience

	Experience of liaising with third party agencies such as solicitors, Local Authorities, Sub-contractors.
	
	X
	AF:I

	Experience of using computer packages / Experience of interrogating IT systems
	X
	
	AF:I

	Skills, knowledge and ability

	Able to produce spreadsheets and maintain/update databases.
	X
	
	T

	Strong interpersonal, relationship building and negotiating skills. Ability to foster solid internal and external communications at all levels.
	X
	
	AF;I

	Working knowledge of current housing law and an appreciation of Section 11 Landlord and Tenant Act 1985, Section 4 Defective Premises Act 1972 and Fitness for Habitation Bill 2017-19
	
	X
	AF;I

	Personal characteristics

	Able to demonstrate ability to work on own initiative as well as part of a team.
	X
	
	I

	A confident communicator with an ability to remain calm under pressure.
	X
	
	I

	A methodical and consistent approach, driven by producing work of a high standard with great attention to detail.
	X
	
	I

	Other

	Flexible approach to working hours
	X
	
	AF;I


AF = Application form

I = Interview

T = Testing

Please review the full job description and candidate requirements using the links below. Email completed applications to: hrsupportteam@livvhousinggroup.com, quoting the job reference number in the table above.
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