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	Job description – Employment Solicitor 

	Job purpose
	We are looking for an ambitious and commercially-minded Employment Solicitor (typically 2–6 years PQE, though all experience levels will be considered) to join our busy team. You will manage your own caseload from inception to completion, providing pragmatic, high-quality legal advice across a broad spectrum of employment law issues.

	Reports to
	Head of Employment 

	Accountable to
	Partners of the firm

	Hours
	38.75 per week (part-time and some hybrid working will be considered). Office hours 9:00am – 5:30 pm.

	Location
	Office: Winston Solicitors 112 Street Lane Leeds LS8 2AL

	

	Job Summary

	Key Responsibilities:
1. Representing both employers and individuals on a broad range of employment matters including attending tribunals, undertaking advocacy as appropriate and non-contentious advisory work.
2. Delivering practical and tailored employment and HR advise.
3. Building and maintaining strong internal and external relationships
4. You will take part in business development activities with the support of others in the team and the marketing department in line with the team and firm’s business development strategy.
5. Adhering to the Anti-Money Laundering regulations, in particular verifying client and other third parties’ identification in line with the raising any potential money laundering concerns to the Compliance officer.
Fee-Earning Responsibilities
Manage a varied caseload of complex matters that will include:
· Providing expert legal advice to clients on employment law issues, including but not limited to HR policies, redundancies, disciplinary, employment tribunals and settlement agreements.
· Drafting and negotiating employment contracts, settlement agreements, and other legal documents.
· Keeping abreast of developments in employment law and ensuring compliance with relevant regulations.
· Assisting clients with HR processes and procedures.
· Handling cases through tribunal proceedings.
· Providing support on employment issues arising in transactions.
· Ensure personal Employment knowledge is kept up to date and new advancements are communicated to the wider team.

Business Development
1. Work alongside marketing team to ensure there is a cohesive and proactive strategy to managing current & prospective clients.
2. Take an active lead in managing the client experience. Attend client meetings where necessary.
3. Ensure the renewal process for existing clients is seamless and proactive in its approach.
4. Prepare and conduct external training sessions on employment law for prospective & existing clients.


	


	Essential skills, experience and qualifications 

	
Skills 
· Be a qualified employment solicitor.
· Capable of managing settlement agreements with minimal supervision. 
· Experience in dealing with tribunal matters and advising employers. 
· Demonstrate excellent commitment to client care and good technical ability.
· Have excellent time management skills and the ability to work to tight deadlines with your caseload.
· Have a sound knowledge of IT systems and processes, such as the Microsoft suite and case management systems.

Experience 
Experience managing a caseload of employment law including advising on settlement agreements, constructive, unfair and wrongful dismissal, redundancy, disciplinary and grievance procedures, managing sickness absence, discrimination, whistle blowing, ACAS early conciliation and Employment Tribunal proceedings. 
Qualifications desired
Solicitor or Chartered Legal Executive 
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