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JOB DESCRIPTION 

Job Title:   Associate, Senior Associate or Legal Director

Reporting to:  Head of Department/Partner 

Department:  Family Law


	1. Job Purpose

The post holder deals with a broad case load in respect of family law.   As well as specialist knowledge of family law, the role requires a broad understanding of other areas of law to be able to advise or alternatively signpost clients if required, to other in-house specialities. Expertise and leadership qualities are key requirements to the role.

As a senior member of the Family Law team, the post holder initiates and participates in business development activities to increase personal profile, promote the team and the Firm. They will be expected to meet financial targets and uphold our guiding values, principles and behaviours. 

The post holder must have experience at Associate, Senior Associate, Legal Director or Partner level. 


	2. Scope and Range

Post is based in BTO’s Edinburgh office. 

Post covers clients across Scotland/UK and some based abroad.


	3. Key Responsibilities 

Client Activity

This is an autonomous role, with the ability to work without supervision.   The role is to provide high quality legal advice in respect of family law, continually developing strong client relationships, ensuring that all individual, financial and time targets are exceeded. FLAGS arbitration, Mediation and the collaborative process are offered as alternative dispute resolutions. 

The varied caseload includes but is not limited to:

· Separation and divorce
· Child disputes and child protection
· Adoption
· Surrogacy
· Pre-nuptial and post nuptial agreements
· Pursuing or opposing co habitation claims 
· Drafting co habitation agreements
· Paternity disputes
· Drawing up and negotiating Minutes of Agreement following separation
· Raising and defending actions in the Court of Session and Sheriff Court
· Representing clients in Court.

Client Management 

· To develop and maintain excellent relationships with clients and other Professional advisors, dealing confidently and professionally with clients to gain and maintain their trust and confidence. Client work is of a sensitive personal nature and can be highly emotive.  

· To provide high quality advice on the law, legal procedures and a wide range of associated legal issues which may result in referrals to other internal departments, or to Professionals from other disciplines.  

· Compliance with client protocols and procedures and ensures that management information is up to date.

Business Development

· Promotes the Department through taking an active role in and initiating marketing and business development activities.
· Develops own personal profile and participates in networking opportunities.
· Proactive approach to business development such as writing articles, blogs etc. on updates in family law which may include radio/press interviews.
· Delivers in-house and external seminars.
· Proactively investigates ways to attract additional business from new clients.
· Cross sells services from other teams/departments.

Departmental Support

· As a member of the senior team, to make recommendations on improvements to practice ensuring that the team are meeting the needs of a diverse range of clients. This can include, for example, adapting processes to meet changing client expectations and how instructions are taken etc. It also includes recommendations on how to develop the team and improve efficiencies in ways of working. 

Supervision/Leadership/Management

· Assist Head of Department/Partner in supervising and managing (including appraisals if requested) junior lawyers, paralegals and/or support staff.  
· Provide management cover when required for relevant Partner/Head of Department in Edinburgh.
· Build upon own personal development to boost leadership credentials e.g. mentoring.
· Being engaged in the organisation’s vision of ‘corporate’ decision making. 

Personal Development

· To maintain the highest standards of professional conduct whilst delivering against agreed fee earning targets.
· To keep up to date with family law and practice.
· To maintain continuing professional development activities including recording CPD hours in line with Law Society requirements.
· To support internal procedures and systems including case management and time recording.
· To record all chargeable hours and submit billing requests in line with firm policies.



	4. Communications and Relationships

The post holder needs to build and nurture strong relationships with clients and the rest of the in-house team. 

There is frequent contact with other professionals e.g. Accountants, Financial advisers, Counsellors, the Police, Children’s Reporter, family mediation services etc.

Excellent communication skills are required to explain complex legal proceedings and court procedures and to adopt professional behaviours in line with BTO’s ethos and ways of working. 



	5. Most Challenging part of Job

Managing a varied case load often with clients who are hurt and / or distressed, with challenging targets within a busy office environment. 



	6. Knowledge, Training and Experience Required 

Essential


· Educated to Degree level in Law with Practicing Certificate issued by the Law Society of Scotland.
· Specialist knowledge of Family Law.
· An interest in alternative dispute resolution options 
· Strong client focused approach and well-developed interpersonal skills with the ability to build strong. relationships with clients and other team members.
· Working knowledge of court procedures (Sheriff and Court of Session).
· Experience of strong team leadership and management skills.
· Ability to work in a team orientated environment as well as independently. 
· Willingness to undertake marketing and business development activities. 
· High levels of initiative and motivation. 
· Excellent communication and organisational skills.
· Good experience with all aspects of Microsoft Office, in particular Word and Excel.

Desirable

· Accredited specialist in family law
· Qualified as a Collaborative Family lawyer
· Accredited Mediator
· Solicitor advocate



	7.  Job Description Agreement

Job Holder’s Signature & Date:

Head of Department Signature & Date:  
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