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ROLE PROFILE 
 

Job Title: Legal Officer, Property Job Code: R/L13 

Department: 
Legal and Governance 
Services 

Version: 1.0 

Reports To: 
Lawyer, Property, 
Planning & Compulsory 
Purchase 

Date Created: June 2021 

  Grade: I 
I 

Is this a politically restricted Post? Yes/ No  (*if yes, see our policy on what this means) 
 

ORGANISATIONAL CONTEXT 
 

Our Vision as an organisation is: 
To be a globally recognised economy where good growth delivers high levels of prosperity, jobs and quality of life for 

everyone. 
 

To achieve this we will: 
Secure the means to deliver projects and services needed for growth in the City Region, be its voice nationally and 

internationally, and build the partnerships to ensure the best economic outcomes. 
 

Our department contributes to this by: 
Providing high quality support to all functions, ensuring processes and systems both protect and enable WYCA in 

achieving its objectives. 
 

 
 

Job Overview: 
• Responding to changing priorities and demands within the team, provide competent legal and procedural 

advice and support across all areas of the Legal Service function but primarily in relation to the Property 
function under the supervision of the Lead Lawyer for this area. 
 

© Take a pro-active approach to participating and delivering of your directorate’s objectives. 
© Demonstrate commitment to corporate processes and ensure that these are delivered at all times. 
© Be a visible and enthusiastic team member, encouraging partnership working across the organisation. 
© Take a positive approach to self-development. 

 

CRITICAL SUCCESS FACTORS 

 
People Contacts: 
© Support partnership working across the organisation and externally.  
© Work together with your team to ensure targets are achieved. 
© Be an advocate of our strong performance management culture, taking accountability for delivering results. 

Lawyer, Property, Planning & Compulsory 
Purchase

Legal Officer, 
Property

We break each job down to explain the critical areas for success, ranked by importance. 
These indicate the end result or outputs for which the role holder is responsible. 
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© Contribute to a positive working environment for your team, with a solid ethic of working towards 
achievement of our vision. 

© Take a proactive approach to internal processes, contributing during meetings and interviews.  
© Utilise effective communication channels when working with others. 

 

Technical Duties: 
• Negotiate, draft and interpret property and legal documentation and provide sound legal advice to a range of 

stakeholders in relation to the same, using initiative and judgement.  Work collaboratively with the Legal 
team’s lawyers on more complex property matters including drafting and research. 

• Work collaboratively with Finance, reporting post signing of rent review memoranda, calculating of RPI rent 
reviews, producing of Service Charge information and drafting side letters in relation to rent payments and 
service charge payments including, where appropriate, associated payment plans. 

• Provide legal support with Post Completion tasks including drafting correspondence, updating of records 
including Lease/Licence Schedule and the CA’s asset management software and drafting Lease / Licence 
summaries. 

• Provide legal advice and support with regards to leases.  Draft new leases and review current leases in 
connection with lease renewals.  Review deeds in order to extract relevant information and to compile concise 
reports.  Instruct external Solicitors in relation to leases with regard to the letting of units and buildings that 
form part of the CA’s property portfolio. 

• Undertake work in relation to the Land Registry including: 

• Reviewing information received from the Land Registry 

• Contacting and liaising with the Land Registry in relation to matters such as registration, adverse 
possession and objections 

• Obtaining written information and documents 

• Registering property including acquisitions (freehold and leasehold). 

• Working independently, coordinate property searches, for example, highways searches and searches of the 
index map. 

• Undertake non-contentious property related work for the CA including dealing with and responding to 
property related queries, reviewing detailed property correspondence and identifying relevant tasks therein. 

• Monitor legal developments and undertake legal research, disseminating the effects of new developments in the 
law to a range of audiences. 

• Write concise reports such as for Leadership Team and Transport Committees, responses to communications 
and presentations in relation to own casework or as required by a lawyer within the Service. 

• Liaise with the CA’s Insurance Brokers in connection with matters such as projects undertaken by the Delivery 
Section of the CA, proposed alterations to commercial units, post-completion updating (including in relation to 
service charge). 
 

© Typically works on horizons of one year, in line with the objectives set in the business plan.   
© To uphold procedures in place to achieve your strategic objectives, suggesting amendments to processes as 

required. 
© Ensuring compliance with the CA’s Health and Safety Policy. 

 

Impact & Influence: 
• Use negotiating and influencing skills in Property to achieve best possible outcomes for the CA.  

• Apply excellent communication and influencing skills to best represent the interests of the CA and to achieve 
its objectives when liaising with the CA’s stakeholders and third parties.  

• Use strong analytical skills to provide solution focussed advice which demonstrates a thorough understanding 
of the aims and objectives of the CA. 

• Develop positive working relationships within the CA and with external stakeholders and partner authorities.  

• Support senior colleagues by developing and delivering training and materials across the organisation in 
relation to all areas of the role ensuring compliance with legislation and standing orders.  
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© Represent the interests of your team within the context of the wider aims of the CA both internally and 
externally. 

© Fosters good working relations across the organisation, building effective team relationships.  

 

 
 

THE PERSON 

 
Knowledge: 
© CILEX qualification Associate (part 1) or law graduate as a minimum or full CILEX qualification (Fellowship); 

qualified solicitor or barrister or working towards these. 
© Practical experience of successfully performing in a similar role. 
© Experience of interpreting, handling, drafting and negotiating property, planning and compulsory purchase 

contracts, agreements and other corporate transactions. 
 

• Demonstrable good knowledge and experience of property law, planning law and compulsory purchase law. 

• Demonstrable experience of conducting legal research and providing general legal advice and assistance. 

 
People: 
© Experience of effectively contributing to team objectives. 
© Experience of successfully identifying appropriate communication channels to deliver information. 
© Experience of effectively contributing to organisational vision.  

 
Technical: 
© Strong negotiation skills. 

 

• Significant experience in the handling and drafting of leases and associated tasks including the review of 
deeds. 

• Ability to work independently on a variety of routine legal work including providing a high standard of advice 
to officers in relation to the work of the Property function. 

• Ability to manage own caseload from instructions to completion. 

• Competent user of Microsoft packages and intranet sites.  

 
Impact & Influence: 
• Experience of writing concise reports, communications and presentations for a variety of audiences.  

• Excellent interpersonal skills with significant experience of drafting correspondence and other forms of 
communication. 

 

 

OUR VALUE & BEHAVIOURS 

 
 

 
 
 

The above lists of accountabilities are not exhaustive. The role holder will be required to undertake such 
tasks as may reasonably be expected commensurate with the scope and grading of the role.  
 

To be fully successful in the role, we believe the following knowledge, skills and experience are required. 
When recruiting, we are looking for the best candidate match to this, however we know that there are some 

elements that can be trained and this will be taken into account during the recruitment process. 

We are proud of our culture, which is supported by our values and behaviours.  You’ll want to get the full 
picture of how we work together to achieve our shared Vision, you can find these on our website. 


