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Assistant Legal Officer Safeguarding Children 
and Adults Team 

To be read in conjunction with Assistant Legal Officer Job Profile which provides the full 
range of Assistant Legal Officer responsibilities across the Legal Services function.  

Job purpose 
The key purpose of this job is to work as a member of the Safeguarding Children and Adults 
team in the provision of an effective and responsive service that meets the needs of the 
Council now and in the future. In particular to provide legal advice and assistance in relation to 
a range of safeguarding matters but with a particular focus on supporting the legal casework of 
senior legal officers by co working cases in the Family Court and Court of Protection and 
undertaking delegated tasks under the supervision of the senior legal officers and holding a 
small caseload of less complex matters. 

Key areas of responsibility 

This is a post in the Safeguarding children and adults team, and you will work closely with Senior 
Legal Officers, Legal Services management team and colleagues across the Council to: - 

• Under the supervision of Senior Legal Officers provide a range of professional legal advice 
and assistance with a focus on public law Children Act 1989 and Adoption and Children Act 
2002,  proceedings under Mental Capacity Act 2005 and Mental Health Act 1983 and Care 
Act 2014  in the Court of Protection cases and related law combined with flexibility to 
undertake other local government legal work including 

• Prepare applications and witness statements and other documents for court including 
evidence bundles relating to the safeguarding of children and adults: 

• Verify instructions to ensure compliance with legal requirements 
• Attend meetings including conference with counsel and witnesses and client officers 
• Attend Court to assist counsel and client officers 
• Deal with private family law applications and liaise with client officers and the court as 

necessary 
• Provide cover in officer hours to the duty advice service for the adult and children’s social 

care teams 
• Assist with Data Protection applications and compliance  
• Assist and support senior officers in the safeguarding children and adults team as may 

reasonably be required 
• On occasion assist and support more broadly in the provision of a comprehensive legal 

service as may reasonably be required. 
• Undertake legal work on behalf of WYLAW Councils if required to do so. 
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Employee Specification 
Knowledge, qualifications, skills, and experience Shortlisting criteria 
Relevant work experience in dealing with safeguarding children or 
adults or other legal work. 

Essential 

Experience of office procedures in a legal practice or service Essential 
Experience of personal responsibility for own workload Essential 
Good standard of literacy to GCSE level Essential 
Demonstrable practical experience of legal work to at least the 
equivalent of Level 2 CiLex or qualified to that standard. 

Essential 

Ability to draft documents, orders, statements , and the like with 
minimal supervision. 

Essential 

Ability to communicate effectively both orally and in writing with 
Elected Members, Officers at all levels, other organisations, and 
members of the public 

Essential 

Ability to prioritise work, carry out work at short notice and to strict 
deadlines with minimal supervision. 

Essential 

Competent in the use of IT Essential 
Effective problem solving skills. Essential 
Effective customer care skills. Essential 
Ability to work positively as part of a team. Essential 
Willingness to work outside office hours occasionally. Essential 
Ability to visit or attend court or other organisations or witnesses 
within or outside of Kirklees. 

Essential 

Accepts a standard DBS check is required. Please note that a 
conviction may not exclude candidates from appointment but will be 
considered as part of the recruitment process. 

Essential 

For Office Use Only:  
Job Category Legal Services Grading ID 27550 

27530 
27600 

Job ID  Last Updated September 2021 
Job Focus Yes Career Progression Yes 

Contractual Variants 
DBS Category Other DBS Type Standard 
Health Check No Politically Restricted No 
24/7 working No Public Holidays No 
Night Working No Alternating Pattern No 
Standby No Other No 
Checked by HR    
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