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ROLE PROFILE       

       
ROLE PROFILE

	Job Title:  Legal Assistant

	Current Job Holder(s):  

	Department:  In House Legal Team - Professional Services Division

	Date Created/By:  



	DEPARTMENT DESCRIPTION

The in house legal team provide legal advice and support to members of MPS on cases, primarily in relation to Healthcare Regulatory cases (GMC/GDC) and Inquest cases, and will also provide general legal advice from time to time. 

The in house legal team will form part of Claims Policy and Legal and will work within a matrix reporting structure within Case Management Teams which includes Legal Advisers, MLAs/DLAs as well as other professional colleagues within the Professional Services Division.




	JOB PURPOSE
The Legal Assistant will provide professional support to the in house legal team within Case Management teams on healthcare regulatory and inquest cases.



	RESOURCES MANAGEMENT

Reports to:  Lead Legal Adviser



	KEY RESPONSIBILITIES

1. To assist in the collection and collation of clinical records, factual and expert evidence.
2. To review cases and prepare chronologies and contribute to and maintain Case Plans.
3. To research clinical and legal issues.
4. To accompany Legal Advisers at meetings with members and conferences with counsel and where appropriate prepare attendance notes.

5. To liaise with members, experts and other third parties in order to progress cases

6. To assist in the preparation for hearings
7. Where appropriate to attend hearings with and without a Legal Adviser, in the event of the latter to provide regular and accurate updates to the Legal Adviser.
8. To deliver team and individual targets to ensure they are consistently met and exceed in accordance with MPS Delivering Exceptional Staff (DES).
9. To comply with applicable professional ethical guidance and all relevant internal rules, policy and procedures, including those relating to Health and Safety, Data Protection, IT Security and all those contained within the issued Staff Handbook. Adheres to the business rules relevant to the role, which are subject to change from time to time.  

Typical tasks include:

1. Telephone – To liaise with members, experts and other third parties by telephone, ensuring that deadlines are met and cases are progressed. 

2. Correspondence – To correspond with members, experts and other third parties, ensuring that deadlines are met and cases are progressed. 

3. Planning – To assist in case planning and timetabling.

4. Reviewing – To monitor dashboards by reading incoming post and understanding content to enable prioritisation and identify those matters which can be action and those that need escalating to a Legal Advisor and/or other member of the Case Management Team.
5. Legal tasks – Carry out legal and clinical research as requested by the Legal Adviser and drafting of witness statements, submissions to the Regulator
6. Drafting – To assist in the drafting of: instructions to experts and counsel, reports to members and internal clients and correspondence with solicitors acting for regulators.



	MAIN JOB REQUIREMENTS AND PERSON SPECIFICATION
Education/Qualifications/Training:

Essential
· Law degree 
Desirable

· LPC

Specific Experience Required:

Essential

· Experience of working in a legal or claims environment
Desirable

· Medical knowledge

· Knowledge of regulatory proceedings (GMC and GDC)

· Knowledge of medical terminology
Abilities/Skills/Knowledge:

· Good verbal and written communication and inter personal skills.
· Good investigative and analytical skills, involving close attention to detail
· The ability to communicate effectively at all levels across the organisation

· The ability to make, take responsibility for and justify decisions in the face of challenge or assertion
· The ability to meet deadlines within a tight time framework in a calm, controlled and professional manner.
· A strong commitment to collaborative working environment
· The ability to adapt and be flexible in order to provide  an excellent service to the members and the case management teams
· Integrity and respect for people of all roles and backgrounds with the ability to gain the trust and respect of colleagues and external contacts and to handle sensitive and confidential issues appropriately
· IT literate with ability to learn in-house systems quickly and use of windows suite of software is essential.

· An ability to embrace change in relation to practices and procedures for the improvement of MPS business needs
· Possess an awareness of when to escalate for further guidance and to adopt a proactive approach

· Highly motivated, resilient and possess good time management skills



I confirm that this is a true and accurate reflection of this job 
JOBHOLDER
Signature:
Print Name: 
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LINE MANAGER/SUPERVISOR
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Date: 
HEAD OF DEPARTMENT (if different from Line Manager above) 
Signature: 
Print Name; 
Date: 
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