Legal Administrator – Housing Litigation Team
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Your role is to provide high quality administrative support to the Housing Litigation Team.  







____________
What are my key responsibilities?
· To provide a wide range of legal administrative duties for the Housing Litigation team 
· Support the Housing Litigation Manager in preparing reports, management information and statistics as required on the activities and functions being carried out within the Housing Litigation Team.
· To receive in, process and distribute the post, diarising any court dates or deadlines within Outlook or ALB. 
· Advise team of upcoming deadlines to ensure compliance with the same.

· General administration – organising, scanning, copying and updating of files in the new electronic case management system ALB. 
· Updating various databases routinely.

· To update Excel Spreadsheet daily on current cases within the team.

· Provide professional, accurate and high-quality support to the Housing Litigation Team.

· Preparation of electronic bundles for Court in .pdf format which includes hyperlinked indexes and sequential page numbering.
· Contribute to effective budget management by raising purchase orders (where necessary) and making payments in an effective and timely manner.

· Carry out any other duties which may be considered appropriate by the Housing Litigation Manager.
· Promote a customer orientated service culture which is sufficiently flexible to be responsive to feedback and anticipate changes in customer needs.
· To attend meetings where minutes taking may be required

· Attend training courses where necessary. 

Relationships

You will report to the Housing Litigation Manager 
You are required to support and engage with different parts of the organisation, working across teams.
You are also required to work with external stakeholders such as Courts, lawyers, contractors, customers and members of the public. 
Role Requirements:
There are certain qualifications or experience that we are looking for to operate effectively as Legal Administrator, specifically:
Experience of working in an administrator role with excellent organisational and administrative skills including the use of Microsoft Office packages (especially Excel).  
Previous experience of working within a legal team desirable but not essential. 

Ability to work flexibly and in a team environment, and to be able to prioritise work to meet a range of deadlines.  

The ability to work in a team environment and be supportive of others and have a “can do” attitude.
Good communication and analytical skills and the ability to produce data to enable the Housing Litigation Manager to provide reports to the Group Executive, Boards and Committees.
Due to the requirements of this post, a minimum of three days in the office is required, this may increase subject to business needs.

whg’s values and behaviours 
At whg we have an ambitious aim to be an exceptional place to work that attracts, develop and retains talent. We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in our 2030 plan identify the behaviours that we expect all colleagues to display at whg. 
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	Trustworthy

You can rely on us. We are honest in everything we do.
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	Accountable

Taking responsibility for our actions and owning the delivery of our promises.



	[image: image3.png]



	Excellent

Striving to be the best and delivering the best outcomes for customers and the organisation.
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	Respectful

Valuing people and treating everyone with empathy and fairness.



	[image: image5.png]



	Collaborative

Achieving great things by working together.


Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.
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