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Job Title	 			Paralegal – Commercial Contracts 		
	Directorate
	Chief Operating Office

	Team
	Legal Commercial

	Reports to
	Head of Legal – Commercial Contracts

	Direct Reports
	0



[bookmark: _Toc148102402]Job purpose 

	To support Head of Legal – Commercial Contracts in delivering legal advice to the Agency to support its procurement and contracting needs and drafting commercial contracts and frameworks.



Key relationships
	The Agency’s Commercial procurement team, all directorates of the Agency, third party suppliers and their legal advisors and the Agency’s external legal panel solicitors.



[bookmark: _Toc148102403]Key accountabilities and responsibilities
1. To review, draft and negotiate:
· routine commercial contract and framework agreements;
· NDAs; and
· Data sharing agreements;

with appropriate supervision and to provide support on commercial contract transactions undertaken by more experienced staff. 

2. Conduct legal research and respond to day-to-day legal queries including advising on general commercial contract law and contract management.
3. Support on compliance, contract law and IP.
4. Draft and update internal policies, procedures, and templates.
5. Assisting with Freedom of Information and Environmental Information Regulation requests, complaints and routine legal correspondence. 
6. Provide timely responses to information enquiries from the wider agency, ensuring that answers provided are accurate. 
7. Dealing with post completion matters including updating Agency internal systems. 
8. To support the Head of Legal – Commercial Contracts in the provision of in-house training and presentation at in-house and external seminars from time to time.

Homes England employees are expected to be flexible in undertaking duties and responsibilities commensurate with the general character of the role and level of responsibility.


[bookmark: _Toc148102404]Key skills, knowledge and experience
1. Essential: Law degree or Graduate Diploma in Law (Common Professional Exam) or CILEX qualification. 
2. Essential: Proven experience as a paralegal, with full cycle commercial contracts exposure 
3. Essential: Good computer literacy (Word and Excel). Excellent administration skills. Ability to prioritise and work to strict timetable/deadlines. 
4. Essential: High attention to detail and strong drafting skills coupled with excellent verbal and written communication, diplomacy and tact.
5. Essential: Working with a legal team or information access environment, experience within a rapidly changing organisation, dealing with external parties, knowledge and understanding of legal documentation and process. 
6. Essential: Ability to manage heavy and varied workload. 
7. Desirable: Working within a public sector body or in-house. 


Key competencies
1. Supporting Homes England colleagues delivering its Strategic Plan as well as those driving organisational transformation.
2. Ensuring Homes England’s suite of template contract documentation is accurate and up to date.
3. Advise effectively and clearly on the application of operational delegations.

Key performance measures
1. Delivery of accurate, commercial, timely and effective legal advice on commercial contracts.
2. Strong working relationships with internal and external stakeholders involved in commercial matters.
3. Well-drafted correspondence and contracts provided in a timely manner. 


[bookmark: _Toc148102405]Values and key behaviours
Homes England colleagues are expected to be flexible in undertaking duties and responsibilities commensurate with the general character of the role and level of responsibility.
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Respectful

As the core principle,
this runs through

all our values and
behaviours
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Impactful

We combine our
commercial expertise
with social purpose to
deliver value for
money and maximise
our positive impact

Accountable

We are empowered to
lead by example, take
responsibility for our
actions and speak up
for what’s right

Innovative

We are bold, creative
thinkers who embrace
change, never stop
learning and always
look for a better way
to do things

Inclusive

We recognise and
value everyone as
individuals and draw
strength from our
differences

Collaborative

We share information,
align priorities, and use
our collective
knowledge and
experience to achieve
great results





