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Job Description:  Solicitor
The Contracts Team

The Contracts Team is a newly established company which opened its doors in April 2008 as a law practice regulated by the Solicitors Regulation Authority. The company’s business will focus on helping clients conclude business-to-business contracts in a more efficient and business-orientated way. This is achieved through the use of people, process and technology.

The vision of the company:

The Contracts Team will be a catalyst for change used and trusted by progressive organisations who want to create and manage business-orientated contracts.  Business-orientated contracts optimise the value of contracts and the contracting process beyond just legal protection.

As a law practice, the business is operated strictly in accordance with the professional conduct requirements imposed on solicitors. Everyone who joins The Contracts team, whether or not as a solicitor, will be required to operate within these requirements. Training is provided for non-solicitors unfamiliar with the regime.
The purpose of the role

This role is for a new position within the company. The position has been created with a view to increasing solicitor resource to free up time for the founding director to spend more time developing the business and winning new work.

There are essentially two dimensions to this role:

Client-facing:
use legal skills together with the tools, training and processes provided by the company to help clients conclude business-to-business contracts which are truly aligned to their organisation’s requirements, as efficiently as possible. The solicitor will typically be deployed as a chargeable resource. The work will be subject to the supervision of a director but it is expected that the solicitor will be able to undertake most projects without extensive support.
Business infrastructure:
assist the company to assemble its infrastructure in areas where input of a solicitor is required. This will include, for example, supervision of the office when directors are not present (refer to the knowledge and skills requirements on the next page); assisting the company to obtain Lexcel accreditation; providing coaching and guidance for non-solicitors within the company; and assisting in building the company’s knowledgebase.
Reporting lines and accountability

The solicitor will report into Charles Drayson, a director of the company, and a solicitor. While the company’s organisational structure will not necessarily accord solicitors any preference in terms of advancement and managerial responsibilities, the solicitors within the business are expected to assist in the supervision of work undertaken by non-solicitors. However, this role has no direct reports at the current time.
Key responsibilities

· Undertake legal work for the company’s clients in the field of commercial contracts.

· Adhere to the requirements of holding and maintaining a practising certificate.
· Take personal responsibility for keeping legal skills (especially in the field of contract law) up to date. The company will provide resources to do this.
· Comply with company policies and processes, including processes created to ensure the due management of client projects.

· Keep notes and records of all work undertaken for clients, including time recording, meeting and telephone attendance notes, document version control and updating systems used within the company to manage the company and client projects.
· Use the tools, technology and training provided by the company to create and develop contract documents for clients.

· Undertake client presentations and training sessions.

· Assist in building the company’s portfolio of know-how.

· Participate in meetings and workshops with clients and clients' counterparts in the course of developing contract documentation.

· Treat all client projects as confidential and comply with procedures to ensure the company preserves the confidentiality and integrity of client information, including compliance with IT and office security protocols.

· Adopt high standards of literacy and attention to detail in the course of document preparation.

· Manage competing priorities and deadlines with finite resources, with particular regard to meeting client service level requirements.

This list is not exhaustive.

Location and working environment

This role is office-based, currently at Central Boulevard, Blythe Valley Business Park, Solihull. There is free on-site parking. However, the solicitor may be required to work from client locations. Travel will typically be in England and Wales but occasional oversees travel may be required. Some work may require the solicitor to be away from home overnight for short periods of time.
Dress code for any client-facing work (including work in the office when clients are in attendance) will require formal business attire. Dress code at other times will be ‘business casual’.

Much of the work will involve use of a Personal Computer (PC).

Normal working hours will be 9.00am to 5.30pm with one hour for lunch. Work requirements may occasionally necessitate longer hours. 
Knowledge and skills required

The jobholder is required to be qualified to act as a solicitor and eligible to hold a practising certificate, and 'qualified to supervise' as defined in Rule 5 of the Solicitors Regulation Authority Code of Conduct.
The legal skills required of this role comprise:
· English commercial contract law

· Outsourcing, licensing, intellectual property and technology law

The non-legal knowledge and skills required of the role are as follows:
· Proficient use of a PC to create documents and spreadsheets to a high standard and making use of advanced functions such as formatting, revision marking etc

· Negotiating skills

· Presentation skills

· Business analysis skills

· Ability to deconstruct complexity and describe things clearly, logically and comprehensively.

Other information
The company has an emphasis on certain values which are not like those of typical law firms. We believe in innovation, disrupting convention, ease of use (from a client's perspective), and we are following a progressive and exciting business plan.

The solicitor is required to provide a car suitable for business travel and to hold a valid driving licence.
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