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Role:Legal Executive	
Salary Grade: 4	
Responsible To: Solicitor 
Responsible For: N/A 
Location: Northallerton (Agile)
	Role Purpose:


	To assist the Solicitor in the delivery of customer-focused services to the Broadacres Group particularly in the areas of conveyancing, property transactions and tenancy law, including provision of timely, accurate legal advice to support the Group's operations. 



	Organisational Structure:


	














	Scale & Scope:


	· Key Stakeholders: Managers and external solicitors and Land Registry. 



	Main Responsibilities:

	1. Conveyancing and Property 

	
· Assisting day to day conveyancing matters for the Group including but not limited to:
· Shared ownership
· Open market sales
· Shared equity
· Right to buy/ acquire 
· Advising on sales contracts and preparing legal documentation.
· Preparation of site-specific estate documentation.
· Liaise with external solicitors, local authorities and Land Registry to ensure timely and compliant sales transactions.
· Handling resale of leasehold properties as well as handling staircasing transactions
· Handling applications for consent to assignment and/or subletting. 
· Support preparation of legal packs to support auction sales. 
· Handling surplus disposals (e.g land)

What does success look like?
Overseen by the in-house Solicitor, the role holder will proactively handle and progress residential sales through to completion, working to drive efficiencies in processes.  Issues will be escalated to the Solicitor as they arise.  Sales documentation will be prepared with precision and clarity to streamline the transaction and allow for completions according to agreed timescales. Regular updates will be provided to the relevant client departments to help manage expectations and risk.


	2. Tenancy related matters 

	
· Managing assignments and mutual exchanges.
· Providing advice on low-level tenancy-related matters, escalating areas to the in-house solicitor as necessary 
· Advising on matters such as boundary disputes and land ownership queries, handling queries through to resolution. 

What does success look like?
Overseen by the in-house Solicitor, the role holder will efficiently manage assignments and mutual exchanges, give clear and accurate advice on day‑to‑day tenancy matters, and know when to escalate issues to the in‑house Solicitor. They will handle boundary and land ownership queries professionally, investigating and resolving matters promptly while maintaining excellent communication and customer service throughout.


	3. Case Management

	· Support the in-solicitor Solicitor in advising and taking action on a range of legal issues that may affect Broadacres including but not limited to, property or housing matters.
· Reviewing requests for wayleave agreements and preparing the relevant agreements.
· Assisting in the keeping of records of land presently or previously in Broadacres’ ownership,
and of deeds.
· Maintain accurate legal records and ensure prompt submission of applications to Land Registry.
· Assist with preparations of documentation requested such as disrepair claims.
· Keep up to date with changes to legislation, case law, and regulatory requirements affecting social housing and property law.
· Such other duties as may be assigned from time to time consistent with the responsibilities of the post. 

What does success look like?
Reliable support will be provided and escalating complex issues appropriately. The role holder will maintain accurate land, deed and legal records and ensure timely Land Registry submissions. They will prepare required documentation and keep up to date with relevant legislation to ensure compliant, well‑informed practice.
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Role: Legal Executive 
Salary Grade: 4	
Responsible To: Solicitor 
Responsible For: N/A
Location: Northallerton (Agile)	
	
Job Requirements
	
[bookmark: Essential]Essential
	
Desirable
	Method of Identifying Criteria

	[bookmark: Experience]Experience
	Experience of conveyancing and property matters

Experience of conveyancing in a social housing context
	Essential 


Desirable

	A,I, 



	[bookmark: Skills]Skills
	Communicating – Good written and verbal communication  skills 
	
Planning & Organising 	Well developed organisational skills – able to successfully manage competing priorities/projects and work to tight deadlines

Problem analysis - able to analyse problems, make recommendations for solutions 
	
Creative and analytical thinking – identify innovative improvements and alternatives to existing systems and services

Good interpersonal skills with the ability to establish and maintain positive relationships 

Digital- Good IT skills and able to promote digital ways of working

	Essential
	A,I, 

	Knowledge
	A good working knowledge of social housing. 

	Desirable

	A,I

	Special requirements
	Flexible, pragmatic and adaptable approach when dealing with legal matters.  
	Essential

	A,I




	Qualifications
	CILEX qualification or equivalent.
	Essential
	A



Key

A – Application Form
I/T – Interview (may include presentation or occupational test where appropriate)


Head of Governance and Risk


Solicitor


Governance Officer


Governance and Risk BP


Legal Executive
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