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	Job Title 
	Administrator – Quality Assurance

	Team
	Regulation 

	Reporting to
	Head of Regulatory Compliance

	Responsible for
	No direct reports 

	Job purpose
	To ensure the effective and efficient operation of the Civil Legal Aid Quality Assurance Scheme through high-quality administration, stakeholder engagement, governance support and continuous improvement. The role also provides support to the Secretary(ies) to the Practising Certificate Sub-committee and the Rules, Waivers and Guidance Sub-committee and acts as website editor for the Regulation Directorate.

	Key responsibilities
	To administer and co-ordinate the Civil Legal Aid Quality Assurance Scheme throughout its six-yearly review cycle, including scheduling routine, extended, special and final reviews, managing correspondence and liaising with external service providers. 
To provide secretarial support for the Civil Legal Aid Quality Assurance Sub-committee, including preparing agendas and papers, taking minutes and drafting Sub-committee correspondence.
To liaise with the Convenor of the Sub-committee in relation to amendments to rules, roles and remits and KPI’s of the Civil Legal Aid Quality Assurance Sub-committee.
To administer applications from firms seeking registration to provide civil legal aid assistance, including processing compliance certificate applications, supporting Sub-committee consideration, issuing approved certificates and liaison with SLAB.
To co-ordinate the recruitment, induction and ongoing support of Sub-committee members and Peer Reviewers. 
To work closely with Peer Reviewers to identify and resolve issues and to co-ordinate and facilitate all peer review training and debriefs.
To liaise with the Scottish Legal Aid Board (SLAB)and the profession on the operation of the Quality Assurance Scheme. 
To produce and analyse scheme data, support continuous improvement of the scheme and report on trends and agreed actions to the Regulatory Committee.
To support the Secretary(ies) to the Practising Certificate Sub-committee and the Rules, Waivers and Guidance Sub-committee, including attending meetings, providing cover for the Secretary when required and assisting with the communication of decisions. 
To provide support in relation to data protection and freedom of information enquiries.  
To act as digital editor for the Regulation Directorate, ensuring that website content, including Civil Legal Aid Quality Assurance information, is accurate, accessible and up to date. 
To carry out any other reasonable duties that may be expected by the Head of Regulatory Compliance.


	Date   9 July 2026
	





	
	Essential
	Desirable

	Qualifications & training
	Degree level qualification or equivalent experience 
	Law degree

	Work experience
	Experience of providing high-quality administrative support in a busy and demanding environment.   
Experience of planning, organising and prioritising workloads to meet deadlines.
Evidence of process, procedure and policy development and improvement.
Experience of working and communicating with a wide variety of stakeholders.
Experience of using Microsoft Office applications, including Word, Excel, Outlook and Teams.
	Experience of supporting meetings or committees, including preparing papers and taking minutes. 
Experience of maintaining website content.  

	Knowledge & skills
	Excellent organisational and administrative skills.
Strong written and verbal communication skills.
Ability to work independently and use initiative.
Good problem-solving skills. 
	An understanding of committee processes
Knowledge of the Civil Legal Aid Quality Assurance Scheme and peer review process. 

	Competencies & values
	Demonstrates the Society’s values of respect, openness, progress, integrity and inclusion.
Takes personal responsibility for delivering work to a high standard and meeting agreed deadlines.
Develops positive working relationships and communicates effectively with colleagues and stakeholders.
Demonstrates a commitment to learning, development and continuous improvement.
	 

	Other
	Ability to work effectively from home and from the Society’s Edinburgh office. 
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