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JOB DESCRIPTION

This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder.

Job title			Contracts and Procurement Lawyer
Reports to		Director for Legal, Policy and Governance
Team			Legal Services	
Grade			Level 1: Grade 10
Level 2: Grade 11
Last updated		August 2025
Job Summary

· To provide a high quality and responsive legal service to the Council and external clients in relation to all planning law and associated matters and other areas of legal work undertaken by the District Council to the service’s agreed professional standards.
· Having conduct of a mixed caseload of contract and procurement law matters and to have general understanding of other areas of legal work undertaken by the District Council.
· To be responsible for providing creative solutions on a seamless basis to support any service transformation within the council and to meet officer needs.
· To provide timely advice on a wide range of complex legal matters.
· To be responsible for the interests of the service within the wider council.
· To advise and support elected members accordingly.
· To work as part of the wider team in the Legal, Policy and Governance directorate, providing support and advice as needed.

Key Tasks 
Operational Responsibilities

Level 1:
· To provide timely and effective specialist legal advice to elected Members, including committees and officers across the council
· To be responsible for providing innovative solutions to deal with complex issues arising in connection with the work within the team and the legal issues presented by officers
· To manage a varied caseload of complex and sensitive contract and procurement matters including, but not limited to, drafting and commenting on high value building and civil engineering contracts, service contracts, developing tender documents, advising on contract disputes, ensuring compliance with the Contract Procurement Rules and Financial Regulations as well having an understanding of other areas of work undertaken by the District Council.
· Keep officers and elected members informed of new legislation and case law relevant to their operations, including training seminars where appropriate and to ensure that they maintain a sound application of legal requirements.
· Being the Council’s lead negotiator on the legal aspects of contract and procurement.
· Contribute to preparation of committee reports and attendance at Council and committee meetings from time to time as directed and required.
· Attend, advise and provide legal services to council committees and panels as required.
· To provide pragmatic advice across a range of local government work, providing appropriate solutions that are legally and constitutionally compliant.
· To provide accurate advice and guidance to team members, client officers and Members in all contract and procurement law matters and other general matters.
· To undertake research and provide advice to the Council in the areas of contract and procurement specifically and local government law generally.
· Participate in working and project groups, in respect of relevant specialisms or so as to represent the department effectively
· To periodically review all standard documents within the areas of responsibility to ensure that they are up to date and identify appropriate improvements in processes and procedures relevant to the section.
· Responsible for ensuring that the Council’s Officers and Members are appraised of changes in the law in the areas of responsibility.
· To undertake any other reasonable duty within the overall job objective as required commensurate with the grade.
Level 2 (in addition to Level 1 and where employee meets all requirements for EHDC’s annual Performance Development Review, and any other Person Specification requirement). Progress to Level 2 will be dependent upon the ability of the postholder to carry out the following additional responsibilities:
· Deputise for the Director for Legal, Policy and Governance in the effective management of the service as directed from time to time.
· In the absence of the Director for Legal, Policy and Governance, to deputise for them as legal advisor to meetings of the Council and Executive.
· To undertake duties on behalf of the Monitoring Officer pertaining to governance and code of conduct matters as required.
Management / Supervisory / Team Working Responsibilities

· To work as part of the legal services team including covering colleagues matters where required.
· Management of Trainee Solicitors and/or Solicitor Apprentices as required.
Communication & Contacts

· Communicate effectively with a wide range of stakeholders and contacts at all levels including Members and Senior Management.
· To communicate effectively with colleagues to ensure that working arrangements are efficient and work is effectively prioritised across the team.
· To participate and attend external networking and training events associated with the post such as Special Interest Groups and County wide meetings of their peers.
Financial / Budgetary Responsibilities

· To maximise recovery of costs associated with external work performed on behalf of the council.
· To work within the Contract Procurement Rules and Financial Regulations.
Other
· Adhere to the council’s values and behaviours.
· To ensure that all dealings with staff and the public are conducted within the Council's Equal Opportunities framework.
· To comply with all relevant legislation to ensure effectiveness in the role.
· To have regard for the duty of care of information (with particular reference to the UK GDPR, Data Protection Act and Freedom of Information Act) gained during the course of employment that relates to other employees, the public, contractors, elected Members etc.
· The postholder has a personal responsibility, whilst at work, to preserve and enhance health and safety. They must familiarise themselves with the health and safety aspects of their work and avoid contact which would put at risk the health and safety of themselves and other people including visitors, contractors and members of the public.
· Other duties and responsibilities express and implied which arise from the nature and character of the post within the department (or section) mentioned above or in comparable post in any of the organisation’s other departments or sections.
· To undertake any other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.
· To be aware of and work in accordance with the Councils safeguarding policies and procedures in order to safeguard and promote the welfare of children and vulnerable adults, and to raise any concerns relating to such procedures which may be noted during the course of duty.
· Ensure awareness of the council’s Safeguarding Policy and take a proactive approach to ensure the safeguarding of residents at all times.
Political Restriction
This post is subject to political restriction, which is divided into two categories and relates to the post holder duties.
· Specified posts, including ‘deputy chief officers’ – since the post holder would be required to deputise for the Director for Legal, Policy and Governance at relevant committee and sub-committee meetings to make formal reports, and provide additional policy advice, this constitutes a specified post within these criteria.
· ‘Sensitive’ posts, which meet one of both of the following duties related criteria, 
· Giving advice on a regular basis to the authority itself, to any committee or sub-committee of the authority of any joint committee on which the authority are represented, or where the authority are operating executive arrangements, to the executive of the authority; to any committee of that executive, or to any member of that executive who is a member of the authority
· Speaking on behalf of the authority on a regular basis to journalists or broadcasters.
· The postholder is therefore prevented from having any active political role either in or outside the workplace. The postholder is automatically disqualified from standing for or holding elected office e.g., as a Local Councillor or MP (excluding standing for or holding elected office as a Parish or Town Councillor, as Parish/Town Councils are Local Authorities, but not principal authorities, and are therefore not covered). The postholder is also restricted from canvassing on behalf of a political party or candidate or speaking to the public at large or publishing any written or artistic work that appears to support a political party. It does not debar political party membership, just active participation, and endorsement.	
· The postholder must therefore be aware that in accepting this post, they are required to confirm that they will conform with these political restrictions and that they will be included as conditions of their formal contract of employment with the authority.
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PERSON SPECIFICATION

This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder. 

Job title		Contracts and Procurement Lawyer
Reports to		Director for Legal, Policy and Governance
Team			Legal Services	
Grade		Level 1: Grade 10
Level 2: Grade 11	
Last updated	August 2025
We want the postholder to be able to demonstrate the following competencies to a high level and want to use these to the full in their work.  This is more important than having a great deal of direct experience of the job content, and we will be looking for evidence of all the following key competencies during the selection process, if you are shortlisted.
· 
· Personal effectiveness
· Proactive
· Managing relationships
· Communication
· Customer focus
· Commercial focus*


Key Criteria 
Qualifications and Experience
· Admitted qualified solicitor, barrister, or legal executive with an understanding of local government.
· 2.2 (and above) degree in law or equivalent degree and first-time pass in Common Professional Examination (CPE) or Graduate Diploma (GDL) (Law conversions).
· A current practising certificate or eligibility for a current practising certificate.

Level 2 (In addition to Level 1 requirements and where employee meets all requirements for EHDC’s annual Performance Development Review):
· At least 3 years PQE
Specialist Knowledge and Job Requirements
Level 1:
· Good knowledge of relevant legislation of the relevant legal areas and the decision-making processes and procedures.
· Good understanding of current issues and best practice delivery relevant to the services areas.
· Experience of conducting a full, varied, challenging and demanding caseload of complex and sensitive contract and procurement matters, including EU level procurement contracts and local authority contract and procurement rules.
· Drafting experience relating to complex contract and procurement matters and either planning agreements, property matters, pleadings or other similar documents.
· Knowledge of governance arrangements.
· Ability to work under pressure, using initiative and adopting a proactive solution focused approach.
· Responding effectively to the changing needs of officers and members.
· Ability to contribute to the ongoing development of the Service.
· Able to cultivate good working relationships with officers, members and professionals of external organisations.
· Ability to manage own caseload and to work effectively to high professional standards, including being able to respond quickly and accurately to urgent matters and meet deadlines.
· Understanding the role of legal services and how it can contribute to the effectiveness of the council.
· Good analytical skills.
Level 2 (In addition to Level 1 requirements and where employee meets all requirements for EHDC’s annual Performance Development Review):
· Demonstrable experience of effectively conducting a complex case load without supervision
· Demonstrable experience of dealing directly with and advising elected Members and/or senior officers.
· Experience of advising at committees, including Council and Executive.
· Demonstrable experience of advising clearly and to the highest standards.
· Experience in instructing Counsel.
· To undertake duties on behalf of the Monitoring Officer pertaining to governance and code of conduct matters as required.
Management / Supervisory / Team Working
Level 1
· Ability to manage and develop teams, nurturing talent and creating opportunities for services and individuals to excel.
· Experience of supervising junior staff in the preparation of legal casework.
Level 2 (In addition to Level 1 requirements and where employee meets all requirements for EHDC’s annual Performance Development Review):
· Experience of collaborative working with other partners and other local authorities
Service Delivery
· Understand the concept of time recording and obtaining income for the service.
· Flexibility and the ability to meet urgent deadlines.
· To achieve agreed services outcomes and personal appraisal targets as agreed by the Director for Legal, Policy and Governance.
· Willingness to work unsociable hours where necessary.
Communication & Contacts
Level 1
· Ability to communicate effectively with a wide range of stakeholders and contacts at all levels.
· Excellent interpersonal skills, with the ability to deal with members, other clients and colleagues with courtesy, tact, and sensitivity.
· Political sensitivity, with the ability to exercise discretion, judgement and confidentiality when dealing with local government members and officers at every level.
Level 2 (In addition to Level 1 requirements and where employee meets all requirements for EHDC’s annual Performance Development Review):
· Experience in developing and delivering training to officers and elected members.
Other
· To use, and to assist others in the use of, information technology systems to carry out duties in the most efficient and effective manner.
· Good IT skills including being able to use Microsoft 365 effectively.
· Ability to travel to attend court hearing and off-site meetings as required.
· Ability to attend premise out of hours to attend evening meetings and in the event of an emergency.
· A commitment to further professional development and that of the service.
· Ability to demonstrate the council’s values and behaviours.
· Excellent time management skills
· The council is committed to safeguarding and promoting the welfare of all its residents specifically children and vulnerable adults. The council expects all its staff to have an understanding of Safeguarding and to share this commitment
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