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SOLICITORS & ADVOCATES





Post: 

Criminal Paralegal

To start:
 Immediate 
The firm

1. Founded in 1929 T V Edwards LLP has experienced significant growth since 2008 with an expanding private client base
2. The firm has London offices in Whitechapel and Clapham

3. We are committed to providing a high quality service to all our clients whether legally aided or privately paying 
4. We are listed as a firm and family department in the UK Chambers and Partners Guide to the Legal Profession and Legal 500 with a number of individual family solicitors listed as recommended lawyers 
5. As a firm we have made a significant investment in information technology 

6. Please see our web site www.tvedwards.com  for further information in relation to our areas of practice and the profiles of our staff
The criminal department –
The criminal department is based at our offices in Whitechapel, and Clapham.  There is currently 1 member partner, 2 salaried partners, 1 associate solicitor, 2 solicitors, 4 paralegals and one member of administrative staff in the department. 

We cover police stations and courts all over London but specifically in East, North and South London. Within the criminal department there is a specialist youth crime unit.   Criminal practitioners in the firm also benefit from the specialist skills of our colleagues in the firm’s mental health, family and actions against the police departments.
Our clients come from across London and beyond.   Our client base is from many different ethnic backgrounds and a significant number do not speak English.  As with any legal practice based in inner city area, many of our clients suffer social deprivation and have suffered traumatic experiences in the past.   A significant proportion of our clients are vulnerable because of youth, disability or mental health problems.

We have a strong commitment to the training of our staff.   We deliver regular internal training courses for staff of all levels of experience.   

Criminal paralegals
The Criminal Department of T V Edwards LLP seeks to appoint a paralegal.  The position relates to general crime and will encompass some youth work.  
Appointment is subject to a six-month probation period which may be extended at the discretion of member partners.  
Paralegal staff will be based at any one of the firm’s offices; however, the department operates as one.  Staff are expected to travel to police stations and courts across London as the need arises.   If appointed, you would be based at one of the offices, but you must prepared to be transferred to another office within the firm should the need arise.   We aim to take into account the preferences of staff when considering the location of office but we cannot guarantee that you will be placed closest to your home address.

An intensive induction programme will be provided which will introduce you to office systems and our computerised case management system.  It will also provide practical training in the main tasks you will be expected to perform as a paralegal (e.g. completing legal aid applications, drafting court applications, taking witness statements and preparing mitigation).

Description of role  

1. You will be office based and assist other fee earners in the conduct of casework and investigations.  This will include the taking of statements from clients or witnesses, attendance at prisons and court hearings. 
2. You will be required to regularly attend police stations to provide advice and assistance to clients detained by the police.  
3. You will perform on a rota basis a “duty” lawyer role, which is dealing with enquiries from new or existing clients who contact the firm by telephone or walk in off the street.
4. You will act as part of a team with the other paralegals in holding our police station phone out of hours and dispatching runners to attend interviews out of hours.  
5. You will also be expected to participate in the out-of-hour police station rota to provide advice to clients at night and on weekends.   Overtime is paid for attendance outside office hours.
6. You will be expected to work within our office systems including making a detailed note of your work and advice given.  You will be expected to operate a computerised time recording system.

7. Like all legal aid practices, we work to tight profit margins and we expect all members of staff to work efficiently to ensure the continued profitability of the firm.
Person specification 

(a) Essential characteristics 

· Successful completion of Legal Practice Course/Law Degree and providing proof of all qualification’s attained or 3 A ‘levels/Equivalent plus 1 year experience of working within a criminal law practice.
· Police station accredited or 1 year experience of working within a criminal law practice.
· Ability to communicate effectively with both clients and staff at all levels.
· Excellent written communication skills

· Ability to prioritise and work efficiently under pressure

· Problem solving ability and ability to achieve results for clients

· Familiarity with Windows and Word.
· We require you to bring to interview documentary proof of your right to work in UK. 
(b) Desirable characteristics

· Work experience in a legal, advice or other relevant organisation.

· Client management experience

· Second language both oral and written 
The application process

The firm welcomes applications from all sectors of society and is committed to quality and diversity in all aspects of practice and within this application process.

Applications must be on our firm application form.   We do not accept CVs.  To be short-listed for interview you must demonstrate that you meet all of the essential characteristics in the person specification.

The application form together with completed equality monitoring questionnaire must be returned to Lisa Walton, HR Manager, at our Mile End office.  Please email to lisa.walton@tvedwards.com   
Interview process

Those candidates that are short listed for interview will be asked to take part in a written assessment and in addition will be given a written standard police station situation to consider and where after the allotted time you will be asked to present your answers orally to those interviewing you. 
A second interview may be arranged if necessary.   
Terms and conditions 

As we provide an intensive induction programme, you must be available to start your employment on the date specified. 

· Salary according to skills and experience
· You will be entitled to 25 days annual leave
· The firm offers family friendly policies and an internal referral scheme
Whilst we thank you for the interest you have shown in TV Edwards, due to the anticipated response, please be aware that only shortlisted candidates will be contacted.  
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