
JOB DESCRIPTION

POST TITLE: SOLICITOR

POST NUMBER: DL02

GRADE: J

RESPONSIBLE TO: Operations Manager for Legal and Monitoring (Legal Services Manager)

RESPONSIBLE FOR: N/A

LIAISON WITH: Members and officers of the Council, Parish Councillors, members of the 
public, members of the legal profession and officers from central 
government.

KEY CORPORATE ACCOUNTABILITIES:

Provide a pro-active and supporting role to the Council/officers and members in corporate and operational 
projects by providing sound and accurate legal advice and assistance.

KEY SERVICE ACCOUNTABILITIES:

1. Provide legal advice to the Council, its members and officers on legal and procedural matters.

2. Attend meetings of Council, Committees, Sub-Committees and other meetings as required.

3. Undertake a varied caseload of contentious and non-contentious legal work as required, including 
preparation of all legal documentation relevant to the caseload and conducting of legal research

4. Acquire and maintain an up to date knowledge of all current legislation and professional requirements 
and inform and instruct colleagues as necessary. Prepare and present lectures and seminars to 
members and officers as necessary.

5. Negotiate agreements and contracts on behalf of the Council and contribute to the resolution of other 
strategic issues working with members and officers at all levels.

6. Appear on behalf of the Council in the magistrates’ and county courts and at public inquiries.

7. Negotiate and settle the outcome of litigation and other contentious matters in the best interest of the 
Council.

8. Assist in the instruction, direction and monitoring of out-sourced work.

9. Advise on any changes in the law that may affect all or part of the Council.

10. Participate in the drafting and reviewing of Committee reports, if required, considering legal implications 
as appropriate.

11. Work flexibly as part of Legal Services and be willing to offer support and assistance to others in the 
team as required.

OTHER DUTIES:

In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to 
perform work not specifically referred to above. Such duties, however, should not normally exceed those 
expected of an employee at that grade. 

HEALTH AND SAFETY:



The Council has a health and safety policy, which outlines its responsibilities as an employer, and the 
responsibilities of its employees in respect of health and safety. All employees need to be aware of this policy 
and comply with its content.

DATA PROTECTION:

It is the responsibility of the post holder to ensure that the section’s requirements for compliance with the Data 
Protection legislation are met.

EQUAL OPPORTUNITIES

The Council is committed to providing equality of opportunity, and has an Equal Opportunities Policy, which 
gives clear guidance on the responsibilities of both the employee and the employer. All employees must be 
familiar with and comply with all aspects of the Policy.
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MID DEVON DISTRICT COUNCIL’S REQUIRED COMPETENCIES

The above competencies should be read in conjunction with the listed policies below. 
Managerial roles should pay special attention to the expectations of managers as set out 
within The Staff Charter.



The Code of Conduct, The Dignity at Work Policy, The Nolan Principles and The Staff 
Charter

PERSON SPECIFICATION - SOLICITOR

ESSENTIAL DESIRABLE

Qualifications and 
Experience:

 Professional qualification as 
Solicitor/Legal Executive.

 Local Government experience

Knowledge and 
Expertise:

 Sound knowledge of law, practice 
and procedure with up to date 
knowledge of one or more of the 
following: planning, housing, 
litigation (civil/criminal), contracts, 
data protection/FOI and licensing.

 Presentation/Advocacy 
experience.

 Experience of giving legal advice 
without supervision.

 Ability to work under pressure and 
with initiative

 Ability to prioritise workloads and 
meet conflicting deadlines

 Knowledge and experience of IT 
systems, in particular Microsoft 
Word.

 Knowledge of law relating to 
District Council functions.

Skills:  Good verbal and written 
communication skills.

 Influencing skills.
 Negotiating skills.

Personal Attributes:  Committed to equality of 
opportunity and understanding of 
diversity issues.

 Concise and clear thinking.
 Ability to anticipate problems and 

to suggest appropriate solutions.
 Well organised approach.
 Self-reliant, well motivated and be 

able to work alone as well as 
within a small team.

 Ability and willingness to learn 
new areas of law. 

Special 
Requirements:

 Some attendance at evening 
meetings.

 Able to work additional hours as 
required including evening work 
to attend meetings and meet set 
deadline.

 May be required to take on role of
Deputy Monitoring Officer.

 Postholder will need to be mobile 
as travel throughout the Mid 
Devon District area may be 
required.
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