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POSITION DESCRIPTION

Position:
Graduate Solicitor/Solicitor/Senior Solicitor 
Children’s worker:
No
Location:
National Office/Regions as applicable
Business Unit:
Legal Services
Group:
Corporate and Governance
Reporting to:
Team Manager as appropriate
Issue Date:
April 2012
Delegated Authority:
Nil 
Staff Responsibility:
Nil 

Our Role 

The Ministry of Social Development (MSD) is the lead agency for the social sector.  We help the Government to set priorities across the sector, co-ordinate the actions of other social sector agencies and track changes in the social wellbeing of New Zealanders.   

The Ministry provides policy advice, and delivers social services and assistance to children and young people, working age people, older people, and families, whānau and communities. We work directly with New Zealanders of all ages to improve their social wellbeing.

We serve over a million people, working out of more than 250 centres around the country.  It is likely that every New Zealander will come into contact with the Ministry at some point in their life.  

Our work, together with our social sector partners, is essential to achieving a sustainable and prosperous future, where all New Zealanders are able to take responsibility for themselves, be successful in their lives and participate in their communities.   
Our Principles

MSD People:
Put people first | Team up together to make a bigger difference | Act with courage and respect | Empower others to act | Create new solutions | Are ‘can do’, and deliver | Honour achievement

Above all, we do the right things for New Zealanders.

Position Description Approved By:

	__________________________________________                   
Deputy Chief Executive, Corporate and Governance
Date: ……/……/……


Group

Expert legal advice is critical to the Ministry achieving the outcomes it seeks. Legal Services provides professional legal advice and advocacy services to all areas of the Ministry.  We advise frontline and National Office staff on a diverse range of matters including welfare, family and youth, human rights, privacy, media, contracts, and employment law.  We conduct proceedings in the District, Family, Youth, and Employment Courts and representing the Ministry before the Social Security Appeal Authority and other Tribunals.  As one of the largest public sector legal practices in the country, Legal Services offers a broad range of professional opportunities for staff.

Purpose of the Position  
To deliver legal services to the Ministry. The role provides legal advice, legislation and advocacy services on the range of operational and corporate issues facing the Ministry.  The role will also help Ministry managers to identify legal risk and put in place strategies to manage this risk, escalating significant business risk and identifying legal issues of importance to the Ministry.
Working Relationships

Internal:

· Chief Legal Advisor

· Deputy Chief Legal Advisor Operations
· Deputy Chief Legal Advisor Corporate
· Other Legal Managers and staff 

· Ministry Managers and staff
External:

· Relevant external agencies, in particular Crown Solicitors, Crown Law, Legal Practitioners, the Judiciary, Courts and the Law Society.
Key Accountabilities:  
	Key Result Area
	Accountabilities

	Legal Advice and Services
	Graduate Solicitors will: 
· Provide high quality legal advice and advocacy (under supervision) for the Ministry

· Develop a broad overview of legal issues with the Ministry

· Develop professional expertise in one or more areas of Legal Services

· Maintain a high standard of personal integrity in all matters and ensure Ministry processes and protocols are followed

· Provide up to date resources to management and staff (in the area or areas designated) by way of education and materials in law related areas, where required
· Assist with training and education of management and staff on their legal duties and obligations, where required 
· Assist with the coordination and liaison with Crown Solicitors, other practitioners, Courts and other agencies throughout the area or areas assigned

· Assist in the development of instruction to the Crown or other solicitors to conduct legal business for the Ministry
Solicitors will also:
· Provide high quality legal advice and advocacy for the Ministry

· Provide support and assistance to managers in the management of legal issues and risk
· Initiate and provide specialised non-adversarial dispute resolutions and negotiations as required

· Actively promote the services available from Legal Services

· Assess the need for training and education with clients and develop/deliver tailored training where necessary and as requested

· Contribute suggestions for the initiation or amendment of the Ministry’s policies and legislation

· Be responsible and accountable for the conduct of proceedings in the District Court/Family Court/Youth Court or other Tribunal as required

· Represent the Ministry in any other legal proceedings as required

· Coordinate and liaise with Crown Solicitors, other practitioners, Courts and other agencies throughout the area or areas assigned.

· Instruct the Crown or other solicitors to conduct legal business for the Ministry as required
Senior Solicitors will also:
· Provide assistance/mentoring to other legal colleagues 
· Help clients manage the overall legal risk and develop strategies, plans and actions to address these risks
· Identify improvement opportunities in area of practice and ensure operating procedures are based on best practice
· Provide legal advice and advocacy to senior management throughout the Ministry as required
· Actively participate in and contribute to future planning for Legal Services (where appropriate)

	Relationship Management
	Graduate Solicitors and Solicitors will:

· Develop and maintain relationships with key stakeholders

· Maintain a client focused approach 

· Assist in building appropriate levels of understanding among key stakeholders of the operations, imperatives and constraints of the Ministry

· Assist in building and maintaining close cooperative relationships with key external providers of Legal Services (both public and private sector)
Senior Solicitors will also:
· Establish and build strong working relationships at all levels of the Ministry.

	Team and Individual Performance


	Graduate Solicitors and Solicitors will:

· Participate in the development and operation of projects which include team members and others throughout the Ministry

· Contribute to team communication activities
· Identify and act on personal learning and development opportunities

· Participate in peer review of own and others work
Senior Solicitors will also:
· Lead projects which include team members and others throughout the Ministry as required
· Provide leadership, mentoring and coaching within Legal Services

	Leadership


	Senior Solicitors will:
· Provide assistance, mentoring and coaching for less experienced legal staff 
· Provide leadership at a site or sub-team level, including (as directed by the manager) the allocation and supervision of work by others
· Work with managers, identify mentoring, training and development needs for team members within the designated areas of expertise, skill or knowledge and work with the manager to see these needs are met
· Work with managers, proactively establish, maintain and monitor effective quality assurance mechanisms within the designated areas of expertise, skill or knowledge, ensuring all work meets / exceeds national service standards
· Actively encourage others and seek out opportunities for process improvement 
· Guide and support colleagues; motivating legal staff to achieve set objectives
· Contribute to practice development and innovative delivery approaches within the team across Legal Services


Technical/Professional Knowledge and Experience
All levels will have:

· Been admitted as a Barrister and Solicitor in New Zealand and have (or be eligible for) a practicing certificate

· Good computing skills and typing ability and be competent working with MS Office
Graduate Solicitors will have:
· Some experience or the ability to acquire experience in the application of relevant areas of law in which the Ministry operates

· A sound understanding of issues relevant to the Ministry’s business

· Some experience or the ability to acquire practical experience in providing advice clients

Solicitors will also have:
· Expertise in the application of relevant areas of law in which the Ministry operates

· A strong understanding of policy and practice issues relevant to the Ministry’s business

· Practical experience providing advice to clients or in conducting cases and appearing before Courts and Tribunals

· Sound knowledge of the justice systems, the parliamentary system and Public Service administration
Senior Solicitors will also have:

· Extensive expertise in relevant areas of law in which the Ministry operates

· Experience in the development of and adaptation of policy and practice issues to ensure continuous improvement is made

· Extensive experience providing advice to clients within a complex political environment or in conducting cases autonomously and appearing before Courts and Tribunals

Other Requirements
· Willing to travel to fulfil job requirements
· Holds current drivers licence and is prepared to drive the Ministry’s vehicles if required.
	Attributes
	
	
	

	This table will be used for informing applications and decisions for both recruitment and progression.  To progress to the next level one must substantially meet each of the competencies at the next level.

	
	
	
	

	Criterion
	Indicators/Evidence

	 
	Graduate
	Solicitor
	Senior Solicitor

	Summary
	
	
	

	
	Graduate solicitors are capable of doing work of an acceptable volume, and quality and to time with supervision.  Graduate solicitors are working to understand their part in the work of the team and by participating in their team, Legal Services, and the wider Ministry develop their own capability.  
	Solicitors are capable of doing work of an acceptable volume, and quality and to time; and are capable, under supervision, of carrying out more complex work.  Solicitors know their part in the work of the team, consult appropriately and participate in their team, Legal Services and the wider Ministry. 
	Senior Solicitors have extensive professional experience and knowledge, as well as intellectual and organisational skills and maturity of judgment, required to handle a complex, large and demanding workload with a high degree of autonomy, involving or advising others as appropriate. Seniors are also involved in mentoring and coaching others.

	Team Work
	 
	Meets all of Graduate competencies plus:
	Meets all of Solicitor competencies plus:

	Assists others 
	Contributes to other team members’ work, where required, to develop capability
	Helps with other team members’ work
	Actively shares information and expertise, helps to progress others’ work, responds flexibly to change, coordinates effectively.

	Considers links between own work and team’s
	Works to gain an understanding of the team's work, objectives and outputs
	Identifies and pursues connections between own work and that of other team members.  Identifies where additional information is required.  Delegates tasks appropriately
	Gives guidance and support to others
Keeps others informed; takes into account experience and views of others

	Leadership
	 
	 
	 

	Contributes to team
	Participates in internal team activities
	Pro-actively participates in internal team activities
	 Facilitates and influences positive outcomes that support team goals

	Shares responsibility for outputs, standards and improvements
	 
	 
	Helps Line Manager manage, participates constructively in all team activities, responds promptly to requests for management information.

	Role model
	 
	 
	Provides guidance for less experienced solicitors, mentors graduates/j and solicitors, provides coaching and support to all.  Models behaviours that reinforce the values of the Ministry.  Models effective work life balance.  Recognised as a leader within Legal Services

	Leads through change
	
	
	Understands need to lead and support teams through change.  Communicates alignment of change to strategic plan, considers short-term milestones and long term objectives, thinks about long-term impact.  Develops strategies to lead and develop team.

	Building Relationships
	 
	 
	 

	Inspires confidence 
	 
	Provides advice which is apt and timely, well prepared for meetings and case conferences, handles unexpected questions reasonably well, able to justify advice given
	Makes a positive contribution to meetings and/or case conferences, ably handles unexpected questions.

	Develops effective working relationships at senior levels
	 
	 
	Is confident in dealing with senior management, senior officials and representatives from other organisations.  Stands firm under pressure while remaining diplomatic.  Understands what and how much senior people need to know. Builds effective client relationships.

	Networks and works well with people outside the team to deliver a quality service 
	Begins to establish working relationships with other legal and Ministry staff
	Has established working relationships with other legal staff, Ministry staff and managers and external stakeholders 
	 Good ambassador for the Ministry, establishes, builds and maintains effective working relationships with both internal and external stakeholders.  Actively seeks opportunities to contribute to positive outcomes for clients, stakeholders, staff and colleagues.

	Communicating
	 
	 
	 

	Effective Communicator
	Communicates well within team, especially in relation to development needs/issues.  Assists in preparation and research for written work. Responds to problems diplomatically
	Provides, with assistance in more complex cases, efficient (ie fit for purpose) and accurate drafts and other written work.  Communicates oral advice well. Responds to problems diplomatically and seeks to understand others’ point of view...
	Communicates with clarity and confidence.  Produces clear, accurate and efficient (ie fit for purpose) written work.  Is well prepared for meetings, case conferences and any Court or Tribunal appearances, listens to what is said, gives relevant advice and explains views clearly and concisely

	Delivering a quality service
	 
	 
	 

	Committed to excellent service
	Identifies what client is trying to achieve and works to make it happen.. Produces work of a reasonable standard within timeframes agreed
	Produces work which is of a consistently good standard, within a reasonable time scale
	Produces work which is of a consistently high standard, within a reasonable time scale.

	Copes well with volumes of work, progresses complex issues
	Processes increasing volumes of work/projects, gets assistance when needed.   Able to prioritise workload with help.
	Processes substantial volumes of work effectively, drawing where appropriate on experiences of others.  Understands need to prioritise and develops effective action plans with help of manager. 
	Processes a large and demanding work load quickly and effectively, drawing on experience. Prioritises well.  Keeps calm at times of high pressure and displays resilience.  Makes progress on several complex issues simultaneously, even when the way ahead is unclear.

	Developing and applying expertise
	 
	 
	 

	Manages workload
	Provides advice under supervision, works routinely through workload, proactively seeks work that challenges/develops capability.  Completes tasks on time.  Can work without close supervision in some matters.
	Work is regularly of a good quality.  Gives advice appropriate to client's needs.  Understands the importance of seeing the wider picture and political sensitivities affecting the legal input.  Can be relied on to complete tasks on time, keeps to deadlines with substantial volumes of work.  Takes personal responsibility for the work and is proactive.  Keeps the line manager informed of developments.  Able to work on more complex work with supervision.
	 Works well on more complex work without supervision. Works through higher volumes of work.  Work is consistently of high quality. Gives advice appropriate to the client's needs.  Can be relied on to complete tasks on time. Takes personal responsibility for the work.  Though working independently, keeps the line manager informed of significant developments.

	Adaptable
	Shows a willingness to adapt to new areas of law, begins to understand the needs of clients and adapting advice to this.
	Capable of adapting to new areas of law and the needs of new clients.  Copes with pressure.
	Capable of adapting quickly to new areas of law and the needs of new clients.

	Uses knowledge of developments in own area of expertise to support own learning and development
	Uses other team members to keep up to date, build capability.  Identifies areas for development
	Keeps up to date with recent developments.  Seeks feedback from others with the aim of self-improvement.
	Keeps up to date with recent developments and shares the information with others who will benefit from it.  Contributes proactively to others’ learning and development

	Expertise in relevant law; or ability to pick up expertise
	Starts to develop expertise in relevant law, identifies areas where expertise is needed or where strengths/weaknesses are present
	Reasonable expertise in relevant law; or ability to pick up expertise within a reasonable period.
	Considerable expertise in relevant law; or demonstrable ability to pick up expertise quickly

	Makes appropriate use of expertise/experience
	Draws on new experience and reflects on best-practice.  Embraces learning and develops quickly
	Capable of drawing on experience to spot broader issues raised by work.  Learns new work and gets to the heart of new problems reasonably quickly.
	Adds value by drawing on expertise gained through varied experience.  Spots broader issues raised by the work and issues affecting other departments.  Handles problems skillfully and tactfully.  Demonstrates professional judgment and maturity

	Has the ability to handle the wider range of work in the job
	 
	 
	Has shown clear ability to handle a variety of work while inspiring confidence in managers and clients.  Learns new work quickly and adapts to it.  Gets to the heart of new problems without difficulty.

	Thinking and decision making
	 
	 
	 

	Identification of the key issues from complex and competing subjects and producing practical options
	Begins to identify key issues, consults others on suitable options/degrees of risk.  Able to identify competing arguments/risks clearly.
	Identifies the issues.  Understands the need to balance competing arguments/risks; and when to consult others.  Knows when and how to communicate degrees of legal risk. Capable of producing practical options, and provides, with guidance in more complex issues, appropriate tactical and strategic input 
	Accurately identifies all key issues, and produces practical options.  Balances competing arguments/risks; knows when to consult others.  Knows when and how to communicate degrees of legal risk.  Provides appropriate tactical and strategic direction.

	Takes full account of the wider policy issues, financial constraints, risks, consequences and the impact on others.
	 
	Takes appropriate account of wider picture and political sensitivities 
	Ensures that advice fully reflects the wider picture, political and fiscal sensitivities and impacts affecting the legal input.

	Flexibility in thinking and creativity
	Begins to see connections/ think laterally
	Sees connections - able to think laterally and identify creative solutions
	 Solves problems. Able to think creatively.  Continuously strives for process improvements

	Identifies clear negotiating objectives and fallback positions in complex situations
	 
	 
	Is aware, when involved in contract negotiations or any dispute or litigation, of the strengths and weaknesses of both sides and contributes to a 'win win' resolution of the issues.  In litigation identifies negotiating and settlement strategies where appropriate including Alternative Dispute Resolution..
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