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Doing the Right Thing,
the Right Way




LEGAL SERVICES AGENCY LTD.

JOB DESCRIPTION:  ADMINISTRATIVE OFFICER 

About LSA: Legal Services Agency Ltd. (LSA) is Scotland’s largest Law Centre, established in 1989.  It is a charity and a company limited by guarantee.  It employs a solicitors’ firm Brown and Co. Legal LLP to undertake its legal work and is accountable to the Board of LSA for the provision of that service.  
In general, LSA’s objectives are to tackle the unmet legal needs of those in a disadvantage.   This is done by undertaking high-quality case work, including advice and representation, public legal education, research and legal publications.
The Housing and General Court Department undertakes work in areas of housing and homelessness prevention, defended landlord and tenant eviction (public and private sectors), defended mortgage repossession, welfare benefits and social security, community care, criminal injuries compensation and employment law. 
The Mental Health Legal Service provides service to those with mental ill health, their relatives and carers on all aspects of civil law.  The work includes detentions, Financial and Welfare Guardianships, Powers of Attorney, community care, medical consent issues, family, housing, Criminal Injuries Compensation, reparation claims and a number of social welfare and public law issues.

LSA has offices in Glasgow and Greenock and provides outreach surgeries in Edinburgh and other areas, providing services to individuals and organisations throughout Scotland.  
Why join LSA: You have an opportunity to join LSA’s dynamic team committed to leaving no legal stone unturned and empowering people experiencing disadvantage to access their rights.  Values driving our services are that of inclusiveness, working with accountability and integrity, being innovative and ambitious in our developments.  We are invested in developing our teams’ expertise and proud of embedding a culture of collective problem solving, working in collaboration, both internally and externally, with our stakeholders. 
LSA celebrates diversity and promotes equality in our workplace and service delivery.  Our decisions are based on skills and experience of candidates matched with business needs irrespective of age, disability, gender, gender identity or gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief or sexual orientation.

We offer generous annual leave and public holiday entitlements; pension contribution and salary sacrifice schemes and are happy to discuss flexible working. 
About you: You will have excellent typing speeds and accuracy and be able to work to tight timescales.   You will have experience in providing high-quality telephone and reception client service.  You will be able to deal with a range of clients as the first point of contact for the organisation.  You will be a team player and will be flexible in taking on a variety of tasks. 
 
Purpose of the Role

To provide high-quality administrative support to the organisation, ensuring the efficient delivery of operational and client services. 
Job Description

1. To support the delivery of LSA’s strategic priorities and assist in the design and delivery of services for people who are vulnerable and disadvantaged, developing a strong partnership approach for referrals as required. 
2. To carry out audio typing of legal correspondence and documents using digital dictation software.
3. Act as a key point of contact for clients, handling enquiries, taking messages and making outgoing calls on behalf of the organisation. 

4. Manage appointments via the online calendar, assist with reception and telephone duties and use other digital communication tools to engage with clients. 


5. Maintain accurate records by inputting and managing case details in the Case Management System and assist as required in the closing file procedures.
6. Input and manage data entry on the Scottish Legal Aid Board online portal.


7. Take minutes for meetings including Board meetings as required ensuring accurate and timely documentation. 


8. Perform general administrative tasks, including document scanning, photocopying, and digital filing, ensuring accuracy and in an organised manner. 


9. Contribute to a collaborative team environment by supporting internal and external meetings and handling ad-hoc administrative tasks as required. 

10. Ensure compliance with the organisation's policies, procedures and data protection regulations. 
11. Undertake additional duties as required to support the smooth operation of the organisation. 
	LEGAL SERVICES AGENCY:  Legal Secretary Person Specification



	
	Essential
	Desirable

	Qualifications


	Good standard of general education, vocational training and/or relevant qualification.
	

	Knowledge and Experience


	IT proficient including use of MS Office package (Word, Excel, PowerPoint) and case management systems.
Previous experience of undertaking legal administrative role. 

Excellent typing speeds and accuracy. 

Experience of high-quality reception and telephone customer service. 


	Relevant voluntary or other work showing commitment to helping those who are vulnerable or disadvantaged.

Experience of working in the voluntary sector.


	Skills and Attributes


	Good interpersonal skills. 
Ability to work calmly and effectively under pressure and to tight deadlines.

	

	Values and Attitudes


	Committed to the ethos of LSA and the Law Centre movement in delivering quality services to people who are vulnerable and disadvantaged.
Ability to give and receive feedback objectively and sensitively.

Ability to work effectively as part of a team.

Commitment to the implementation of equality of opportunity policies and practices.

	

	Other


	Willingness to be flexible and adaptable in meeting the needs of the service.
Ability to undertake occasional work outside of office hours.
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