
GA SOLICITORS – JOB DESCRIPTION 

Occupation: 

Solicitor 

Title: 

Residential Conveyancing Solicitor 

Reporting to: 

Head of Residential Conveyancing 

Occupational profile: 

This role has responsibility for providing legal advice to clients through: 

 Acting ethically, with professionalism and judgement; 

 Directly handling and progressing residential conveyancing matters and transactions, 
applying legal knowledge to produce solutions which meet clients' needs and address 
their personal circumstances; 

 Deploying the full range of legal skills – interviewing, research, advising, negotiating, 
drafting, communicating effectively orally and in writing; 

 Establishing and maintaining effective and professional relationships with clients and 
referrers; and 

 Managing themselves and their own work effectively and profitably. 

 

REQUIREMENTS: 

Post holders must demonstrate: 

Ethics, professionalism and judgement 

1. Act honestly and with discretion and integrity, in accordance with the law and with 
regulatory requirements and the Solicitors Regulation Authority (SRA) Handbook and 
Code of Conduct 

2. Maintain the level of competence and legal knowledge needed to practice effectively, 
taking into account changes in their role and/or practice context and developments 
in the law 

3. Attend training as and when required 

4. Work within the limits of their competence and the supervision they need 

5. Draw on a sufficient detailed knowledge and understanding of their field(s) of work 
in order to practice effectively 

6. Apply understanding, critical thinking and analysis to solve problems 

 

Technical legal expertise 

1. Undertake legal research and obtain relevant facts  

2. Develop and advise on relevant options, strategies and solutions 

3. Open, plan, manage, progress and close legal matters and transactions, handling a 
caseload of residential conveyancing matters 

4. Draft documents which are legally effective and accurately reflect the client's 
instructions 

5. Advise and supervise legal assistants as appropriate 



Working with other people 

1. Communicate clearly and effectively, orally and in writing 

2. Establish and maintain effective and professional relations with clients, referrers and 
other people 

3. Assist other members of the Residential Conveyancing team as appropriate 

4. Provide cover when others are absent 

5. Taking on other reasonable duties as required 

 

Managing themselves and their own work 

1. Organise, initiate, plan, prioritise and manage work activities to ensure that they are 
completed efficiently, on time and to an appropriate standard, both in relation to 
their own work and work that they lead or supervise 

2. Keep, use and maintain accurate, complete and clear records 

3. Apply good business practice 

4. Maintain financial control of matters through appropriate billing procedures 

 

PERSON SPECIFICATION 

Essential 

1. An experienced Residential Conveyancing practitioner with a proven track record in 
terms of billing, chargeable hours and business development with at least 5 years 
post qualification residential conveyancing experience in a CQS accredited firm 

2. Management experience including management of teams and people 

3. Fully conversant with anti-money laundering and anti-fraud legislation, procedures 
and compliance and practical experience of the implementation and supervision of 
the same 

4. High integrity and high energy; able to demonstrate a high level of customer care 
and sets quality as a prime objective  

5. A pleasant but assertive manner in dealing with colleagues and clients 

6. Able to cope with changing levels of work, with the ability to multi-task, work well 
and remain calm under pressure, while displaying tact and resilience 

 

Desirable 

1. Experience of the design and implementation of conveyancing work flow processes 

2. Experience of the control, management and auditing of conveyancing referral 
agreements 

3. Experience of the application for and the management of the Law Society CQS 
accreditation 


