LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Post title:
	Legal Services Improvement Manager

	Grade:


	PO7

£51,567 - £53,574


	Reports to:
	Director of Law, Governance and Elections
	Grade:
	TBC

	Directorate:
	Chief Executive’s Office
	Section:
	Legal Services


___________________________________________________________________

Main Purpose of the job: 
· To be responsible for the design and delivery of service improvement across Legal Services helping to deliver automation and streamlined processes to increase case management productivity, and make information management more effective.
· To be responsible for ensuring the iCasework Case Management System is fully embedded throughout the Legal Directorate helping to deliver automation and streamlined processes to increase case management productivity, and make information management more effective.

· To lead on the co-ordination and effective implementation of new ways of working following the implementation of the iCasework Management System
· To support the Director in achieving efficiencies is service delivery and realising cost savings by helping define solutions and drive efficiency and as such you will have a direct impact on the long term success of our service and play a key role in the development of our team.
· To act as the voice of the customer, challenging processes and ways of working to optimise resources whilst maintaining focus on delivering good customer outcomes and experiences every time for colleagues, stakeholders and residents.
Summary of Responsibilities and Personal Duties:

MANAGEMENT ROLES & EXPECTATIONS
As a Team Leader/Manager you will:

1. Oversee service improvement activity in Legal services, carrying out research and using in-sight to design and manage new service improvement initiatives and effective working practices to deliver operational benefits.


2. Monitor and review the effective delivery of embedding iCasework throughout the service and being used to its full potential to maximise efficiencies and best deliver a high quality service to all stakeholders including colleagues, Members and residents.
3. Ensure the continuous improvement in services using creative and informative inventions as well as effective performance and quality management, ensuring the Legal Service are able to monitor and improve on performance and develop new performance monitoring processes where necessary; being ready to embed these throughout the legal service and to other Council departments where necessary. This may include establishing performance management metrics and targets for Senior Management.
4. Ensure services meet statutory and identified organisational standards and regulations.
5. Ensure that a clear understanding of the impact of the improvement programme is communicated to other Council services and functions.
Service transformation

6. To be responsible for working directly with Heads of Service and Service Managers to deliver a programme of service improvement and change.

7. To lead on transition management as necessary, ensuring user readiness and continuation of service is maintained during any transition periods to new ways of working.

8. To develop a strategic and joined up approach for improvement and change and ensure effective joint up with operational and service objectives. 

9. To embed this methodology by taking a lead role for developing a programme of training and capacity building across Legal Services Directorate.

10. To manage the strategic relationships between Heads of Services, Senior Managers and others who will be responsible for delivering the change
11. To influence strategic thinking across the Council in order to foster innovation and enable service improvement and change to be delivered at pace.

Programme board oversight
12. To oversee the effective co-ordination of service improvement and the various subsidiary workstreams.

13. To provide strategic advice to the Director on the development of the improvement plan as well as the implementation and follow through of improvement plan actions.

14. To design and manage a programme management reporting infrastructure to track progress, manage risk and ensure the realisation of required benefits for all change projects within the improvement programme. 

People management 

15. To ensure that all officers with responsibility for delivering projects and tasks in the improvement plan are held accountable.

16. Engender a positive results focused working environment and lead smaller and focused groups in targeted areas of work.

17. Provide advice, guidance and intervention as appropriate to resolve all those issues escalated or requiring support and initiate corrective action to ensure minimal impact upon operational or strategic service delivery.

18. Proactively engage with and influence staff at all levels across the organisation to build effective working relationships between stakeholders and the legal service.
Internal Contacts: These include: Front-line staff, managers, wider Law and Governance division, colleagues in the PMO, Heads of Service, Executive Directors, 
External Contacts: This will include: Other Legal Services peers, Civica.

To carry out the duties of the post with due regard to the Council’s relevant codes and procedures.

All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled post holder.
THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of fully managed staff:

Title:








Grade:
        No of posts: 
Business Support Manger 





S02

x 1 

Business Support Officers





SC4                x 2 

Number of partially managed staff:

Title:








Grade
        No of posts:  
Legal Assistants and Admin support officers 


Sc4

x 2
PERSON SPECIFICATION
JOB TITLE:      
Legal Services Improvement Manager




DEPARTMENT:
Legal Services


GRADE:  PO7
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

Please ensure that Equality and Diversity issues are addressed specifically in relation to the role for which you are applying when addressing the requirements of this person specification where appropriate.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equality & Diversity

· Awareness of and a commitment to Equality of Access and Opportunity in a diverse community
S
· Understanding of how equality and diversity relates to this post S                                                               
Knowledge

	· Must demonstrate an understanding and appreciation of the importance of confidentiality S

	· Extensive knowledge of Legal Services and familiar with iCasework  S

	· Extensive knowledge of service redesign, service improvement and good practice and change management.  S

	· Extensive knowledge of programme management frameworks for risk management and benefit realisation. S



	· Detailed knowledge of motivation and leadership skills S



Aptitude

	· Ability to adopt an innovative approach to complex situations to generate new perspectives, reacts positively to problems and develops radical solutions to improve service delivery

	· Ability to operate confidently and effectively across the organizational hierarchy in order to command and co-ordinate resources to effect improvement

	· Able to accept and manage changes to circumstances and prioritise, with a track record of fostering and sustaining partnerships, working collaboratively across boundaries and achieves results through motivating and leading others. 

	· Ability to manage a diverse and demanding workload in a busy and faced environment whilst managing changing and conflicting priorities.
· Ability to motivate and engender commitment across groups 




Skills

(Skills can only be used as shortlisting criteria if the skill is to be tested)

                          (To Be Tested – S)
· Excellent communication skills both written and verbal
· Excellent Interpersonal skills

· Excellent staff management skills

· Good level of ICT skills
· Influencing and negotiation skills

Experience

	· Extensive experience of working within legal services or a similar legislative or regulatory environment delivering and implementing change or transformation projects.  S
· Experience of effective people development.  Embedding a quality performance management culture, with a clear learning and development focus and a natural ability to inspire and motivate others  S

	· Excellent record of developing positive relationships and influencing major stakeholders across a large public sector organisations S

	· Significant experience of programme management and managing demanding and competing priorities in a rapidly changing environment.  S 

	· Demonstrable service design, transformation and change management skills S


· Substantial experience of effective, influential and persuasive communications with individuals and groups from all levels of the organization to achieve objectives S
· Experience of creating and maintaining a culture of high performance through continuous improvement, using a range of performance techniques to aid service improvements and create ownership of service objectives at all levels.

General Education

· Excellent levels of literacy and numeracy
Personal Qualities

	· Flexible, innovate and creative approach

	· Has high degree of integrity

	· Shows resilience and toughness under pressure

	· Demonstrates strong interpersonal and networking styles

	· Shows high drive for achievement


Circumstances

Able to attend meetings in the evenings; to work outside normal office hours; and to work beyond minimum hours as and when required to achieve deadlines.


DBS Disclosure Required?                No                       Basic                  Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)

Physical

Generally candidates must meet the standard Lewisham requirements for the post  
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