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Job Description: Professional Service Positions

	College/School:
	Research and Knowledge Exchange

	Job Title:
	Paralegal

	Department/Subject:
	Research and Knowledge Exchange

	Salary:
	Grade 6, Point 21

	Hours of work:
	Full-time

	Contract:
	Permanent

	Location:
	Primarily based on Singleton Campus and expected to work in accordance with the University’s Agile Working Policy and Guidelines. 

This is a peripatetic role supporting each of the Faculty Research & Knowledge Exchange Hubs – read more about our Faculties here. 
Faculty of Humanities and Social Sciences
Faculty of Medicine, Health and Life Science
Faculty of Science and Engineering



	Main Purpose of Post

	To deliver its sustainable top 30 ambition Swansea University needs a professional services workforce with the differentiated skills necessary to ensure that it can deliver excellence through efficient and effective systems and processes that harness innovations in technology. 

In 2024-25 Swansea University created a holistic Research and Knowledge Exchange (R&KE) Service, bringing together colleagues previously associated with a number of Professional Service Units and three faculty teams into one cohesive and collaborative unit. We deliver a support service co-designed with the three faculties and responsive to their needs as service users. A key principle for delivery is co-location of staff with the faculties, building an evolved three-hub structure. 

Our overall holistic structure includes clear signposting to expertise and sources of assistance. The service is financially sustainable and scalable by design, enabling us to react to changes in future resource availability and demand

The post-holder will provide legal support to senior members of the Contracts Team in the area of contract law relevant to the University’s operations.

The main duties of the post are:

1. Communicating, liaising and meeting with Faculties and Professional Services Units in order to provide the necessary advice and service they require;
2. Drafting and reviewing professional documents, contracts, agreements, reports, letters and advice notes in line with the client College’s/Professional Services Unit’s requirements;
3. Researching and analysing points of law, problem-solving and reviewing and scrutinising documents to ensure accuracy of advice in order to protect the University’s interests and reputation.  Discussing and collaborating with the Team regarding different advice options and decisions which can be offered to Faculties and Professional Services Units as a result of legal research carried out;
4. Responding, Coordinating and managing all queries that are delegated to you in accordance with the relevant legislative requirements;
5. Liaising with relevant managerial and operational staff across the University as well as other universities, solicitors and organisations external to the University over matters relating to legal issues the University has;
6. Ensuring all documentation/correspondence is kept up to date on all files worked on;
7. Assisting in the production, review and maintenance of relevant policies, procedures and guidance to ensure compliance with relevant legislation and to meet best practice for the HE sector;
8. Monitoring guidance and legislative developments from various bodies in relation to the University’s legal duties and obligations and to advise University colleagues accordingly and/or when necessary;
9. Assisting the Contracts Team in providing legal advice and support to the University and its subsidiaries as appropriate;
10. Undertaking any relevant or necessary training in line with the University’s policies and procedures as well as on-going professional training;


	General Duties
	11. To fully engage with the University’s Performance Enabling and Welsh language policies
12. To promote equality and diversity in working practices and to maintain positive working relationships.
13. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
14. Any other duties as directed by the Head of College / Professional Service Unit or their nominated representative expected within the grade definition.
15. To ensure that risk management is an integral part of your day-to-day activities to ensure working practices are compliant with the University's Risk Management Policy. 

	Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 
We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.
We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
1. Demonstrable evidence of taking pride in delivering professional services and solutions.
2. Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers.
3. Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience. 
Qualification: A law degree, Postgraduate Diploma in legal Practice (LPC), working towards SQE or relevant experience. 
Experience: To demonstrate ability in building successful working relationships at every level with both internal and external stakeholders.
Knowledge and Skills:
1. To have proven IT skills and a thorough working knowledge of Microsoft Office systems, including Outlook and Word;
2. To be able to work accurately and with attention to detail, paying particular attention to appropriate regulatory and other contextual frameworks;
3. To be able to work independently to meet deadlines;
4. To be able to demonstrate excellent personal organisational and time management skills with the ability to prioritise tasks and work to deadlines;
5. To be able to demonstrate effective oral and written communication skills;
6. To be able to work using your initiative along with being pro-active;
7. To have excellent interpersonal skills to deal with telephone, email and face to face contact;
8. To be able to observe and maintain confidentiality and diplomacy;
9. To work effectively to a very high standard both independently and as part of a team.
Desirable Criteria:
1. Ability to communicate in Welsh
2. To have experience in an office or legal office environment and to be able to demonstrate transferrable skills;
3. To have some experience at responding to legal queries;
4. Experience of working in UK higher Education

	Additional Information
	Informal enquiries:  Should be addressed to Elizabeth Jones at e.s.jones@swansea.ac.uk 
Shortlisting Date:  as soon as possible after the post closes
Interview Date: as soon as possible after shortlisting.
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