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Dear Applicant

Principal Solicitor 

Thank you for your enquiry about the above post.

You will find enclosed an application form together with a job description, person specification and an equal opportunity monitoring form. There is also some background information about the bureau.

In determining which applicants will be interviewed, the Interview Panel will have regard to applicants who best fit the person specification so it is important that you use this as a guide when completing the application form.

In the interest of public safety, the successful applicant for this post will be asked to disclose criminal history information under the Protection of Vulnerable Adults Scheme.

We look forward to receiving your application by the closing date of midnight of Friday 28th October at 5pm and we would ask that you provide an email address and telephone number where we can contact you day and/or evening.

Yours sincerely

Elaine Tocock 
Elaine Tocock
Chief Executive Officer
Airdrie Citizens Advice Bureau

Background Information

Airdrie CAB was formed in 1971 and became a Charitable Company Limited by Guarantee in 1995.  It is a member of the nationally recognised brand of Citizens Advice Bureau (CAB) and has continued to develop in response to the needs of the residents of Airdrie, North Lanarkshire and surrounding areas.  The organisation is a member of the umbrella body Citizens Advice Scotland that provides guidance and support to all Citizens Advice Bureau in Scotland (CAS).  The twin aims of the service are: 

· To provide the advice people need for the problems they face

· To improve the policies and practices that affect people’s lives.

Airdrie CAB is well placed to recognise trends and identify particular needs and lack of services for specific groups.   Enquiries are across a wide range of fields, and clients expect high quality advice and assistance (including representation at tribunals and in Court when appropriate) on what are, at times, highly complex matters.  The main enquiries at the present time relate to problems with welfare benefits and money, housing, energy and family and personal situations

The Bureaux is open Monday to Friday 9.00 until 16.30.  We have a team of 25 core and project staff and in addition we have over 30 volunteers, the bureau provides a free, confidential, independent and impartial service for community residents on a wide range of issues including:  

· Debt and money

· Welfare Rights

· Consumer issues

· Immigration 

· Employment and workforce problems 

· Housing

· Relationship and family issues

· Discrimination

· Health services

· Legal rights & responsibilities

Airdrie CAB is a trusted and well-respected organisation. It enjoys high levels of client satisfaction and the excellence of its training programme is widely recognised. Its volunteer workforce and paid staff are fully committed and strive, with limited resources, to provide the advice sought by thousands of clients each year.

It is recognised as a Charity with Office of the Scottish Charity Regulator (SC12238), and operates as a Company Limited by Guarantee (157177) and is registered with Financial Conduct Authority (FRN 617437).  
For a full overview of all our services and current work, please visit our website at: www.airdriecab.co.uk 
AIRDRIE CITIZENS ADVICE BUREAU

Principal Solicitor 
Employer:

Airdrie CAB

Job Title:

Principal Solicitor 
Main Purpose:
Provision of civil legal advice and representation
Responsible to:
Chief Executive Officer
Hours of Work:
35 hours 
Contract:

Permanent subject to funding    
Salary:

£39,000 - £42,000 per annum
About the job


Airdrie Citizens Advice Bureau are looking for a highly motivated solicitor with drive and enthusiasm to join our expanding team.  This role will involve undertaking a variety of civil legal matters.  The solicitor will also be responsible for developing community justice partnerships; that will enable the provision of free legal advice to vulnerable groups.  This work will involve a mixture of direct casework, provision of support and advice to CABx and other agencies, delivery of training and contributing to social policy work.  

The successful candidate, will hold an unrestricted Scottish practicing certificate and be experienced in general civil legal assistance (including provision of Legal Aid) and have proven skills as a court practitioner.  Have a meticulous approach to analysing complex legal issues, as well as excellent communication and organisational skills.  A passion for social justice and assisting those in most need within our community. 

Understanding the importance of excellent client care, have good awareness of how rights and advice issues impact on local communities. Whilst being an excellent team player with a commitment to equality and diversity. 
Knowledge of the voluntary sector and successful delivery of projects will be advantageous.  

Employee benefits

Airdrie Citizens Advice Bureau offers excellent terms and conditions and is an inclusive employer considering flexible working arrangements where appropriate. For more details of some of the other benefits on offer to our employees, please contact us for more information. 

How to apply

Please return completed Application form by email to Elaine Tocock via elaine.tocock@airdriecab.casonline.org.uk or by post marked ‘Confidential’ to Elaine Tocock, CEO, Airdrie Citizens Advice Bureau, 61a Stirling Street, Airdrie, ML6 0AS
Closing Date for applications: Friday 28th October at 5pm
Date of interviews for successful applicants: TBC 
Please note that this post is subject to a satisfactory Basic Disclosure check
Equality & diversity monitoring

To help Airdrie Citizens Advice Bureau monitor equality and diversity statistics please return the Equality & Diversity Monitoring form separate from your other application documents by emailing it to: andrew.potts@airdriecab.casonline.org.uk
About the employer

Airdrie Citizens Advice Bureau is committed to equal opportunities both in service provision and employment.

Charity number: SC0 12238
Job description 


Summary of main responsibilities:

The solicitor will provide legal advice and second-tier support to a range of not for profit organisations engaged with Airdrie Citizens Advice Bureau.  They will also provide direct legal advice and representation for vulnerable clients.
Responsibilities:

· Responsible for developing community justice partnerships 

· Provide legal advice and representation to persons experiencing civil legal problems. 

· To represent clients at tribunal and courts, including raising judicial review matters, and to do the necessary preparation and research

· To apply for and ensure adequate civil legal aid and advice and assistance is in place as appropriate

· Ensure legal services comply with regulations of Law Society of Scotland and Scottish Legal Aid Board including audits from relevant authorities

· Provide 2nd tier legal support for partner organisations
· Be responsible for recording, collation and reporting of statistical data

· Assist in developing and gathering evaluation feedback from service users and partners

· Provide 2nd tier legal advice and support to CAB and other voluntary organisations as required

· Develop and deliver training as required ensuring materials are accurate and accessible

· Assist in the development of policy and research and participate in relevant consultations on issues affecting the Citizens Advice Network in Scotland

· Undertake any other reasonable duties as requested by senior management
Self-Management

· Ensure that legal advice given is accurate and fulfils the standards expected of a member of the Law Society of Scotland

· Take responsibility for implementing policies, procedures and protocols of the organisation

· Take responsibility for personal safety in and out of the office in accordance with the organisation's Safety Procedures
· Participate in support, supervision and appraisal process

· Provide reports on progress of service delivery for funders, Airdrie CAB Board of Directors and other publications as required

Team work and line management

· Attend relevant internal and external meetings

· Assist in the development of the organisation by participating in development days, task groups etc. when required

· Refer clients on to colleagues or other agencies as appropriate for specialist help with issues that fall outside the remit of the service

Professional Development 

· Ensure that appropriate training and Continuous Professional Development is undertaken 

· Keep up to date knowledge of legislation, policies and case law relevant to post

· Undertake professional development in consultation with Principal Solicitor 

· Feedback on learning opportunities

Promoting the service

· Present a positive image of the organisation at all times

· Form effective working relations and networking with other organisations and stakeholders ensuring collaborative approach in service delivery

· Represent the organisation at different events

· Assist in raising awareness of the service

Person specification


Qualifications

Essential

· Enrolled solicitor with a full, current unrestricted practicing certificate from the Law Society of Scotland

Knowledge and Experience

Essential

· Experience in general civil legal assistance work, proven through extensive casework and litigation experience 

· Understanding of the Scottish Legal Aid system

· Experience of working in a performance driven environment and evidence of meeting targets

· Experience of effective partnership work and networking

Desirable 

· Knowledge and experience in any of the following areas of law: 

· debt and diligence, family law, housing law, employment, disability, welfare rights, equality, human rights and asylum law. 

· Experience in the provision of training

· Law Centre experience

· Experience in or knowledge of voluntary sector

Skills and Attributes

Essential
· Demonstrate high level of written and verbal communication skills, including ability to simplify legal jargon and processes 

· Excellent legal research skills including ability to explain complex information. 
· IT proficient including use of information management systems

· Highly developed organisational skills and ability to manage competing workload under pressure.  

· Ability to monitor progress against objectives and attention to detail 
Desirable 

· Ability to plan and deliver training including provision of second-tier advice 

Values and Attitudes

Essential
· Ability to give and receive feedback objectively and sensitively

· Creative with the ability to explain and drive new ideas

· Commitment to team working

· Commitment to the implementation of equality of opportunity policies & practices

Desirable 

· Proven ability to work within a community development or volunteer setting

· Support the principle of voluntarism

Other

Essential
· Willingness to be flexible and adaptable in meeting the needs of the service

· Ability to travel as required and occasionally undertake work out of office hours

Notes for applicants on completing the application form

· Please do not send in your CV.  Where you provide a CV, it will not be considered by us and in the absence of a completed application your application will not be continued.

· One of your referees should be your present or most recent employer.  If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job.  This should not be a relative or purely personal friend.

· The enclosed person specification lists the minimum requirements for this post.  When short listing for interview the selection panel will only consider the information contained in your application form and will assess this against the person specification.

· The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles.  It is therefore important that you use the space provided to demonstrate how you meet the requirements.  Paid and voluntary work are not the only experiences worth quoting.  Other life experiences and skills may be just as valid.
· If you are shortlisted for interview, the selection panel will ask you questions based on the person specification, which will cover the areas in more detail.
In order for your application to be considered, please ensure you complete all sections of this form. Please do not send in your CV as we will only consider your completed application form.
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Candidate Details


Please complete your details below:

	Title
	 

	Full name
	

	Previous name(s) if applicable (please include dates)
	 

	Address
	 

	Email address
	 

	Contact telephone number
	 

	Role applied for
	 

	Where did you see the job advertised?
	 


General Data Protection Regulation

Airdrie Citizens Advice Bureau is aware of its obligations under the General Data Protection Regulation (GDPR) and is committed to processing your data securely and transparently. Our Privacy Notice for Job Applicants sets out, in line with GDPR, the types of data that we collect and hold on you as a job applicant, how we use that information, how long we keep it for and other relevant information about your data.  
A copy of the privacy notice for job applicants can be found www.airdriecab.co.uk It is important that you read this notice so that you are aware of how and why we are using your data. Please check the box below to confirm that you have done so.

☐ I confirm that I have read, understood and agree to the Privacy Notice for Job Applicants.
References


Any offers of employment with Airdrie Citizens Advice Bureau are conditional upon receipt of satisfactory references.  Please provide below the names and contact details of at least two referees 
If you have been in full-time education during this time, please provide details of where an academic reference can be obtained. 

For each reference, please detail the following information:

Referee 1 

	Name of referee
	

	Job title of referee
	

	Organisation 
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed
	


Referee 2

	Name of referee
	

	Job title of referee
	

	Organisation 
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed
	


Please note that we will not contact any referees until an offer of employment has been made and your authorisation has been obtained. 

 
Right to Work in the United Kingdom

All employees must be able to demonstrate that they are legally entitled to work in the United Kingdom. 

In order to apply for employment with Airdrie Citizens Advice Bureau you must declare that you have the right to work in the United Kingdom and that, if successful, you will be able to provide the necessary documentation (typically a passport or a birth certificate, together with your National Insurance Number).

By completing this application form, you are declaring that you are legally entitled to work in the United Kingdom.

Please state below, by selecting the statement that applies to you, if there are any restrictions or limitations on your legal right to work in the United Kingdom.

	☐ 
	I confirm that I have the right to work in the United Kingdom without restriction.



	☐ 
	I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I have no restrictions or limitations on my Visa.



	☐ 


	I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I am restricted to (please detail any restrictions or limitations on working in the UK):

______________________________________________________________________________________________________________________________________________________________________________________________________


Employment History

Please give details of your employment (paid or unpaid) starting with your present/most recent employer and working backwards. Please explain any employment breaks. 

Present or most recent employer:

	Name, full address & telephone number of employer
	 

	Job title
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Final salary
	

	Notice period (if applicable)
	 

	Reason for leaving 
	 


Please give a brief outline of your main responsibilities and achievements:

Previous employers: Continue on separate sheet and include additional boxes if necessary

	Name, full address & telephone number of employer
	 

	Job title
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Notice period (if applicable)
	 

	Reason for leaving 
	 


Please give a brief outline of your main responsibilities and achievements:

	Name, full address & telephone number of employer
	 

	Job title
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Notice period (if applicable)
	 

	Reason for leaving 
	 


Please give a brief outline of your main responsibilities and achievements:

If you have had any breaks in your employment (for example family commitments, travel and periods of unemployment) please give the dates to and from and a full explanation. 

	Dates
	Reason for break

	
	 

	
	 

	
	

	
	 

	
	 


Qualifications


Please give details of your qualifications below, beginning with the most recent. 

Education:

	Dates
	Institution name
	Qualification
	Grade

	
	
	
	

	
	
	
	

	
	
	
	


Membership of professional bodies:

	Date joined
	Professional body
	Category of membership

	
	
	

	
	
	

	
	
	


Additional qualifications: 

	Date completed
	Course
	Brief description

	
	
	

	
	
	

	
	
	


Written statement


In this section we would like you to give your reasons for applying for this post. Bearing in mind the job description, please provide examples demonstrating what experience, skills and qualities you would bring to this job. Your statement should not be longer than two pages.

Declaration


I confirm that the information given on this form is, to the best of my knowledge, true and complete. I understand that any deliberate attempt to provide false information to obtain employment is a serious misrepresentation and will lead to rejection, or if employed, dismissal and is likely to constitute a criminal offence.

Signed: 








   

Date: 









   
Print name:








   
Please return completed application to: -
Elaine Tocock
Chief Executive Officer

61 Stirling Street

AIRDRIE

ML6 0AS

Email:
elaine.tocock@airdriecab.casonline.org.uk
NOTE: The information given in this form will be treated in the strictest confidence  
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