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Job description

	Job title
	Solicitor (12 months parental leave cover)

	College/Exec Group
	University Secretary

	Department/Team
	Legal Services

	Accountable to
	Associate General Counsel

	Contract
	Fixed Term parental leave cover - 12 months

	Term
	35 hours per week, 52 weeks per year

	Grade
	Solicitor 2

	Salary
	£50,000 + per annum (subject to experience)

	Location
	Hybrid (Home and King’s Cross)

	Job family
	Professional & Administrative

	HERA reference
	000367



Purpose of the role
To assist the Legal Services team in providing high quality drafting and high quality tailored legal services across the University on a range of commercial, innovation and business, academic and student matters. 
To contribute to the development of student and academic projects and innovation and business across the University by contributing legal expertise and know-how to the development of University strategies and procedures.
Key duties and responsibilities
Provision of legal advice and drafting 
1. Provide legal advice on all aspects of the University’s academic and commercial activities and advise primarily on contract, corporate, intellectual property law and assist one of Legal Services’ Associate General Counsels on student and employment matters when required.
2. Review, advise on and draft to a high standard a variety of agreements including consultancy, agency, grants, research and development, confidentiality, data sharing/processing, supply and purchase, scholarship, sponsorship and development, collaboration, academic, student agreements – plus other diverse student, commercial and publicly funded project agreements.
3. Research and support the provision of advice in respect of regulatory and compliance matters – including but not limited to: compliance with charity law, data protection, anti-bribery and consumer protection. 
4. Observe and apply University good practice in these areas of law.  

Creating precedents and establishing know-how
5. Develop uniform legal practice across the University to establish and maintain a know-how system which will cover contracts entered into by the University and legal research generally so that it is easily accessible to Legal Services and other relevant staff. 
6. Create and maintain precedents for all types of agreements commonly needed by the University to assist in providing standardised advice on all aspects of relevant legal work and help draft and develop standardised and customised contracts and work with individual internal clients to ensure usage across the University.
7. Assist with maintaining and managing the Legal Services’ legal case management software and intranet pages.

Maintaining standards and developing best practice
8. Monitor contract outcomes and other feedback in order to assess the effectiveness and appropriateness of contracts and other strategies implemented in progressing a deal.
9. Have day to day conduct and care of the University’s legal academic and innovation and business contractual work.
10. Ensure that the University’s Contracts Protocol is complied with in respect of all legal contracts and ensure compliance with the University’s Contracts Database in respect of signed contracts.

Relationships with 3rd parties, internal and external clients
11. Ensure timely and cost effective use of external legal advice when appropriate. Instruct, liaise with and supervise external lawyers as necessary.
12. Develop and maintain proactive working relationships with all internal clients at all levels and liaise with legal and other representatives of external clients and collaborators as appropriate to progress legal matters.
13. Contribute to the development and delivery of training programmes in legal and regulatory and compliance matters for academic, enterprise and support staff with a particular focus on contract law.

IP Matters 
14. Ensure that the University’s IP policy is complied with in all legal contracts and that due care and control is exercised over the University’s IP and similar interests.
15. Advise on prudent University IP registrations and protection and perceived infringements. 
Management responsibilities
· There are no management responsibilities associated with this role.
Key working relationships
· Colleagues in Legal Services.

· Key internal clients at each of the University’s colleges and central service units including: Vice-Chancellor, Chief Financial Officer, Chief Marketing Officer, Chief Digital Officer, University Secretary, Academic Registrar, Deans, Directors of Innovation & Business, other senior managers, senior academic staff, college business and project managers, Director of Strategy and Knowledge Exchange, Director of Research Management and Administration, Director of Student Marketing and Recruitment, Director of Library and Student Support Services and Directors of University subsidiary companies. 

· Key external advisors and other internal and external legal advisors as appropriate.
General duties
These duties below are in addition to the duties and responsibilities listed above:
· Perform duties and tasks consistent within the scope and grade of your role as reasonably may be expected and assigned to you from anywhere within the University. 
· Undertake health and safety duties and responsibilities appropriate to the role. 
· Work in accordance with the University’s Staff Charter and Dignity at Work Policy and anti-racism plans, promoting equality diversity and inclusion in your work. 
· Undertake continuous personal and professional development, and to support it for any staff you manage through effective use of the University’s Planning and Review Conversations (PRC) scheme and staff development opportunities. 
· Make full use of all information and communication technologies to meet the requirements of the role and to promote organisational effectiveness. 
· Conduct all financial matters associated with the role in accordance with the University’s policies and procedures, as laid down in the Financial Regulations. 
· Contribute to the University’s Climate Action Plan and Social Purpose Strategy which sets out our principles, commitments and goals towards climate justice and our socio-environmental purpose. 
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Person specification
This section provides a list of up to 10 essential criteria (and up to 2 desirable criteria if specified) that you will need to demonstrate you meet as part of the recruitment process.
Experience, knowledge and qualifications
· Minimum of a 2:1 undergraduate degree or equivalent along with sound knowledge of Microsoft Office products (such as Word and Outlook) and case management systems. Essential.

· Qualified to practise as a Solicitor in England and Wales. Essential.
Communication skills
· To provide clear, practical and commercially focused legal advice both orally and in writing, combined with the ability to communicate and effectively manage the expectations of clients/colleagues, to include the ability to clearly explain routine legal concepts in an inclusive and accessible way and to work effectively with diverse groups. Essential.
Professional Practice
· Keep up to date with relevant developments in the law, including satisfying the requirements of the legal services regulator and their CPD requirements, codes of conduct and ethical frameworks. Essential.
Research, teaching and learning or Professional practice.
· Use legal research skills to provide up to date legal advice and produce correctly drafted documents. Essential.
· Experience of contributing to and delivering legal training sessions to a wide audience in an inclusive and accessible way. Desirable.
Planning and managing resources
· Ability to clarify, plan and prioritise own work to achieve objectives to the standards expected, including proactively working with others to achieve personal and team/service area objectives and following instructions. Essential.
Teamwork
· Build and maintain positive relationships with others in the Legal Services team and clients/colleagues and to be able to identify ways of improving the delivery of legal advice across the University. Essential.

· Work collaboratively in a team and where appropriate across or with different professional groups. Essential.
Relevant Experience
· Experience of working effectively under pressure and meeting strict deadlines in contract, commercial and intellectual property law matters gained through private practice and/or in-house legal teams to include strong contract drafting skills, with demonstrable expertise in addressing intellectual property issues. Essential.
· Good knowledge of regulations applying to Higher Education. Desirable.
Creativity, innovation and problem-solving
· Identify, assess and mitigate legal, ethical and reputational risks, ensuring that decisions align with the organisation’s expressed approach to risk and suggest practical solutions to novel or unique problems. Essential.
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