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	Job Title
	Paralegal (Planning and General)
	Post Number
	LS861

	Grade
	7  
	Service Area
	Legal and Governance

	Special Conditions 
	This post is ‘Politically Restricted’ 

Pershore based with travel to Malvern required when necessary.


	Additional Benefits

	Casual Car User

	Authorised by
	Director of Legal and Governance
	Date
	June 2026



Job Purpose
	The purpose of this role within the Council is:
	To assist the Head of Legal and Governance and other senior members of the legal team in providing an efficient and effective shared legal service to both Malvern Hills District Council and Wychavon District Council (“the Councils”) and to ensure that all business is conducted lawfully



	Responsible for demonstrating commitment to working in line with the Councils' values

	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Principal Lawyer (Planning) 

	The postholder manages \supervises:
	None




	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	
1
	Committees, Groups and Members 

· To assist in the preparation and presentation of training events for members and staff.

· To assist members with queries

· To attend corporate groups/panels as and when required


	
2
	Section 106 agreements

· To support the Principal Lawyer (Planning) with admin support in relation to all s106 agreement files to include opening of files, adding details to databases, sending off initial letters/emails to obtain title information and a costs undertaking as well as dealing with post completion matters.

· To draft and complete standard section 106 agreements and ensure that these agreements are dealt with in an efficient and timely manner.

· To assist with the collection and refund of any s106 contributions

· To ensure that the shared progress file lists relating to s106 matters are kept up to date

· To draft and complete funding agreements where Malvern Hills District Council commit to supporting external projects with s106 monies

· To assist with dealing with any compliance queries relating to s106 matters


	
3
	
Freedom of Information (FOI) and Subject Access Requests (SAR)

· To assist with dealing with FOI requests and SARs at times of receiving a large volume of requests

· To assist with the redaction of information and to prepare information for sending out.



	
4
	
Advocacy
 
· To assist senior members of the team with instructing Counsel

· To assist senior members of the team with putting together information and bundles ready for sending to court



	
5
	
Property and Grant Agreements

· To assist the Principal Solicitor (Property, Projects and Contracts) with dealing with minor land transactions including small sales and purchases, licences, easements and wayleaves

· To assist with housing queries and also to deal with the registration of restrictions with regard to First Homes and Discount Market Sales

· Drafting notices and other documents related to assets and property.

· To assist with drafting and completing grant agreements.

· To obtain office copy entries and assist with providing advice on general property queries to client departments.



	
6
	
General

· To assist the Monitoring Officer and the Deputy Monitoring Officers with complaints regarding member conduct e.g. taking notes at interviews and sending out letters and emails

· To carry out research in relation to legal queries and assist with providing legal advice and guidance to client officers/departments.

· Any other legal matters commensurate with the level of this post

· To provide support, as necessary, to other members of the legal team 

· To contribute to the effective delivery of the corporate priorities and objectives of the Councils.

· To deal with enquiries from councillors, members of the public, the media and external organisations etc. and to take forward any necessary actions arising from those matters.

· To promote good working relationships within both councils.





NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	Degree in related subject or equivalent qualification or can demonstrate at least two years’ relevant legal work experience.

	E
	

	Law Degree

	
	D

	Other relevant legal qualification

	
	D



	Experience

	Essential
	Desirable

	Relevant and recent experience working in a similar role either in a law firm, in local government or another institution

	E
	

	An ability to carry out legal research and provide prompt and accurate advice.

	E
	

	Considerable experience in assisting with drafting legal agreements or other legal documentation   

	E
	

	Local government experience

	
	D

	Experience of putting together bundles ready for court

	
	D

	Experience of being a member of a working group or being on a corporate panel 
	
	D



	Skills Required

	Essential
	Desirable

	Able to work well to deadlines and under pressure

	E
	

	Excellent written and verbal communication skills

	E
	

	Good judgment

	E
	

	Accurate, systematic and creative

	E
	

	Ability to deal with sensitive and confidential matters

	E
	

	Flexible approach

	E
	

	Good use of ICT 

	E
	

	Good presentation skills

	
	D

	Excellent drafting skills

	
	D

	Political awareness

	
	D

	Ability to establish strong and effective working relationships

	
	D

	Advising clients or colleagues

	
	D



	Behaviours
	Essential
	Desirable

	Self-motivated and committed

	E
	

	Team player

	E
	

	Hard working

	E
	

	Sound judgment

	E
	



Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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