
 

   

 JOB DESCRIPTION 
 

DIRECTORATE: City Solicitor’s Office 

DIVISION: Legal Services 

JOB TITLE: Assistant Solicitor Contracts and 
Commercial 

GRADE: 9 

SALARY RANGE: £42,683 to £47,491 

LOCATION: City Wide 

PRIMARY PURPOSE OF THE JOB: To provide legal advice and carry out legal 
casework within the areas of professional 
responsibility allocated. 

DIRECTLY RESPONSIBLE TO: Principal Solicitor Contracts and Commercial 

 

MAIN AREAS OF RESPONSIBILITY: 

• The post holder will carry out legal work and give legal advice at a level consistent with 
the career grade structure primarily in the following areas. 

Contracts, Procurement, Grants, State Aid, Intellectual Property, Joint Ventures, 
Partnerships, Corporate Projects and Developments 

• Within these work areas, the post holder will where required liaise effectively and 
efficiently with external solicitors, barristers and others to ensure that work carried out 
externally meets the City Council’s needs. 

• Although the post holder will be responsible for the provision of legal services across all 
directorates of the City Council, the post has particular emphasis on the above work 
areas in the context of Adult Social Care and Health work undertaken by local 
authorities and will be primarily responsible in the Contracts and Commercial team for 
matters arising from the City Council’s Adult Services & Health directorate. 

• To the extend required within these work areas, in accordance with departmental 
procedures to: 
(1) Give legal advice to client services in writing and orally 
(2) Have the conduct of individual cases and matters 
(3) Take instructions from clients and agree case plans 
(4) Conduct correspondence with clients and other parties 
(5) Follow client care procedures 
(6) Attend meetings and conferences 
(7) Participate in tender evaluations and dialogue where necessary 
(8) Instruct Counsel where necessary 
(9) Issue and service notices under statute, court rules, contracts and property 



 

 

documentation 
(10) Draft and negotiate contracts 
(11) Prepare and agree legal documents 
(12) Prepare cases for courts and tribunals including advising on evidence 
(13) Prepare and maintain file and computer records 
(14) Follow case closure procedures including reports to clients. 

• The post holder will prepare reports for and attend meetings of the Council, its 
committees, members, senior officers, executive and other internal and external bodies 
as required. 

• The post holder may be assigned to a different Team or Unit within the same Group to 
match the volume, nature and allocation of work, having regard to his or her experience 
and specialism. 

• The post holder will need to work as part of a team, to assist others with administrative 
and professional work, to use information technology, and to follow office procedures. 

• The post holder will ensure his or her own personal, professional and managerial 
development to meet the service’s objectives. 

• In accordance with the provisions of the Data Protection Act 2018, post holders should 
take reasonable care to ensure that personal data is not disclosed outside Council 
procedures, or use personal data held on others for their own purposes.  

• In accordance with the provisions of the Freedom of Information Act 2000, ensure 
requests for non personal information are dealt with in accordance with the Council’s 
written procedures. 

• Develop the City Council’s commitment to equal opportunities and to promote non-
discriminatory practices in all aspects of work undertaken 

It must be understood that every employee has a responsibility to ensure that their work 
complies with all statutory requirements, with Standing Orders and Financial Regulations of the 
City Council and to ensure that all work functions are undertaken in accordance with health 
and safety legislation, codes of practice and the City Council’s safety plan. 

This job description is not intended to be either prescriptive or exhaustive. It is issued as a 
framework to outline the main areas of responsibility. 


