
   
 

Property Lawyer  

Ref no: 3367 - 4085 

Salary: band 10 £35,744 - £39,880 per annum 

Hours: 37 hours per week  

Contract: Fixed Term for 24 months 
 
Paralegal 
 
Salary: band 8 £29,557 - £32,233 per annum 

Hours: 37 hours per week  

Contract: Fixed Term for 24 months 
 
 

Both posts are offered as Fixed Term appointments for an initial period of 2 years.  
Depending on the progress of the candidate and the programme, the post may be extended 
for a further period. 
 
Portsmouth City Council has committed to spending £20 million each year for the period 
2020-21 to 2024-25 on repurchasing council housing.  As such, a unique opportunity has 
arisen for an experienced conveyancer to be an integral part of the success of this 
programme. 
 
What is the role? 
 

 To provide quality advice and support to the Housing Service and other departments 

where appropriate. 

 You will have your own case load consisting of housing repurchase matters, as 

directed by the client department.  You will be responsible for progressing the 

conveyancing from initial instructions through the post completion matters and 

addressing any title issues that arise. 

 Assisting colleagues when required on other day to day property matters.  

 Answering queries relating to property from within the council and assisting with replies 

to resident queries.  

 Providing supervision to more junior members of the team where necessary and 

managing the timely completion of the repurchases including reporting to the manager 

of the Property team and client as to progress of the repurchases being dealt with by 

the team (higher banding) 

 Liaising with other internal stakeholders as appropriate. 

 

 

 



   
Who is the person? 

 
 Experience of preparing all necessary legal documentation in respect of routine / 

non-complex conveyancing cases using precedent documentation. 

 Good attention to detail and a pragmatic, flexible and commercial approach to 

problem solving. 

 An excellent communicator at all levels. 

 Organised and able to prioritise a sometimes heavy caseload. 

 An ability to identify legal problems and provide pragmatic solutions to them. 

 Able to engage and develop relationships on behalf of legal services with our client 

departments and other internal stakeholders. 

 An understanding of working in a politically sensitive environment 

 A qualified solicitor, legal executive, licensed conveyancer or experienced 

paralegal. 

 Experience of working in a local government legal service (preferable). 

 

2. You will need to demonstrate tangible evidence of your experience and 

successes in the following: 

 residential purchases and disposals 

 title enquiries and registrations 

 housing law 

 supporting other members of staff in developing their skills 

3.  You will be: 

 Organised with an attention to detail, as you will be dealing with a high caseload. 

 Expected to ensure work is completed within agreed timescales with excellent 

outcomes.  

 Responsible and accountable for the delivery of your personal tasks and outcomes. 

 An excellent communicator with good influencing skills as you will be dealing with 

people at all levels of the organisation.  

 Able to ensure your advice is understood and implemented. 

 Able to engage and develop relationships on behalf of legal services at meetings.  

 Consistent, supportive, proactive and flexible. 

 Adaptable to the changing needs of the service and to support the Council’s core 

business priorities. 

 Work effectively with colleagues to deliver an effective, efficient, and excellent legal 

service, and engaging with internal and external stakeholders. 

 Committed to team success with a positive and energetic attitude. Able to work in a 

collegiate and collaborative manner where appropriate. 



   
 Proud of your and our successes. 

 Able to promote and maintain effective working practices, including compliance 

with the LEXCEL practice standards and accompanying adherence to corporate 

policies and procedures including GDPR compliance. 

 Committed to delivering exceptional legal services of a high professional standard.  

 Confident using IT systems including a legal case management system. 

 Able to work remotely using appropriate technology and work in the office when 

required. 

Additional information: 

Applications will be accepted from: 

 Experienced Paralegals; 

 Licensed Conveyancers; 

 Legal Executives; and 

 Solicitors 

Attendance at the Civic Offices in Portsmouth is likely to be required one or two days a 

week 

 

Practising Certificates for Solicitors  

You may opt into the department bulk renewal for the renewal of your certificate, however you 
should note that the Council does not cover this cost. 
 
What next 
 
Closing time/date: Midnight Sunday 27th September 2020 

Applications received after this may not be considered. 
 
Interviews: anticipated week of 5th October 2020 
 
How to apply: Please see attached documents at the bottom of the Job page and ensure 
you fully read and follow the guidance so you fully demonstrate how you meet the points on 
the job profile. PLEASE DO NOT JUST SUBMIT A CV. Please also provide confirmation 
of your Practice certificate or evidence that you are qualified if applicable. 
 
General Data Protection Regulation (GDPR) 

As part of any recruitment process, Portsmouth City Council collects and processes personal 
data relating to job applicants. Portsmouth City Council is committed to being transparent 
about how it collects and uses that data and to meeting its data protection obligations under 
the General Data Protection Regulations (GDPR). 

 

 



   
 

Completing and sending an application in for a vacancy is your consent for us to process your 
data for the purpose of recruitment.  Your data is not used in any other way and you can 
withdraw your consent at any point in the recruitment process and we will destroy or delete 
your information.  

For more detailed information on what we collect, how we use, store, delete data and your 
rights you can access a privacy statement on our Job board.   

 
If you have any queries, contact us on 023 9284 1191 (8:30am to 5:00pm Monday to 
Thursday, 8:30am to 4:00pm Friday). 
 
You will need to demonstrate that you have the Right to Work in the UK. No post will be 
offered without it. 
 
 
 

 


