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Position Title: Head of Legal Services   
Reports To: Director of Legal and Policy 
Director reports: Lead Solicitors /Solicitors/ Legal Coordinator
Role Summary
You will be responsible for the effective day to day operation of Clan’s legal services, ensuring the legal team is supported to deliver high-impact child centred legal services that empower children and young people to use the law to make positive change in their lives. You will ensure compliance with relevant external quality standards and regulatory frameworks including the Law Society of Scotland accounts rules and finance regulations. You will support the delivery of our legal services and projects, including our child centred legal outreach, Children’s Rights Helpline, lawyer led training, Legal Support for Advocacy and Lawyers for Children. 
You will manage and develop performance to ensure Clan is a centre of excellence for Child-Centred Legal Practice and Legal Services, empowering staff to develop their skills in delivering all our legal services. 
As part of the Senior Management Team, you will work closely with the Director of Legal and Policy and the Director of Business Performance in the achievement of Clan’s strategic aims through our legal services. You will play a key role in developing Clan’s strategy to stand with others to strengthen their work to supporting children to access justice and exercise their rights. 
Key Responsibilities: 
Manage legal resource and day to day operations of the legal practice to ensure the smooth running and delivery of high-quality child centred legal services.
Management and Leadership
· Provide supportive management and leadership to legal staff, fostering a collaborative and professional organisational culture.
· Manage team capacity, resources, and workloads to meet business, funder, and financial targets.
· Coordinate with legal professionals on workload management, case allocation, case closure, feeing, and evaluation, escalating any concerns relating to case or professional conduct.
· Lead business continuity planning, operational risk management, and policy development across legal services, ensuring compliance with external quality standards and regulatory frameworks.
· Work closely with the Director of Legal and Policy and the Senior Leadership Team to support the development and growth of projects and services, including contributing to grant and foundation funding applications as directed.
· Develop and maintain strong relationships with referring and partner organisations, and build networks across relevant sectors to enhance the reach and impact of services.
· Report to the Senior Leadership Team and funders on progress against strategic and operational outcomes.
Legal Services Operations
· Oversee the day-to-day administration of the legal practice, including case opening, file management, file closure, and feeing.
· Implement and maintain effective systems, policies, and procedures to support efficient legal service delivery.
· Oversee budgets, financial reporting, and resource allocation within legal services.
· Champion a culture of continuous improvement and operational excellence across the legal team.
· Provide oversight of monitoring, evaluation, and impact reporting
· Oversee the development and maintenance of legal services data, recording, and reporting systems
· Review and interpret performance and service data to identify opportunities for improvement
· Ensure audits, risk assessments, and compliance activities are completed in line with regulatory and organisational requirements.
· Monitor feedback from clients and service users and oversee the implementation of service improvements
· Ensure confidentiality, professionalism, and best practice in all client interactions.
· Oversee the case management system, ensuring effective tracking of deadlines and key dates, maximisation of Legal Aid income, and accurate billing and reporting.
· Maintain responsibility for GDPR and data protection compliance across legal services.



Law Firm Finance
· Liaise with legal accountants and external auditors as required, and support the Head of Finance with wider organisational audits, income reporting, and income maximisation strategies.
· Manage financial transactions within a legal environment, ensuring regulatory compliance and accurate record-keeping.
· Process invoices and disbursements related to legal services.
· Prepare monthly and year-end financial reports for legal services, providing insight into cash flow and account status.
· Monitor client accounts, identify irregularities, and report discrepancies.
· Liaise with colleagues to resolve financial queries or discrepancies.
· Support additional legal finance-related tasks as required.
· Drive process improvement by working with colleagues to develop, streamline, and implement efficient financial and operational systems.
· Ensure all financial transactions are processed accurately and in a timely manner.
General
· Work positively and effectively with colleagues at all levels across the organisation.
· Maintain flexibility and adapt to changing priorities and operational requirements.
· Represent Clan at public forums and support the publicity and promotion of the organisation.
Skills and Qualifications
Essential
· Strong knowledge of Scottish legal practice regulations and compliance requirements.
· Proven experience in law firm management, legal operations, professional services administration, or a similar role within a legal practice.
· Demonstrated experience leading process improvement and change initiatives.
· Understanding of legal service delivery models and operational best practice.
· Strong knowledge of accounts payable processes and general accounting principles.
· Previous experience in a legal cashier role, with a SOLAS qualification or willingness to obtain one.

Please note, this job description is not intended to be an exhaustive list of duties but aims to highlight the main responsibilities of the post. You may be requested to undertake such other duties as may reasonably required of you.
 
	COMPETENCY MANAGEMENT FRAMEWORK & SKILL LEVEL 
	(ALL ESSENTIAL ASSESSED AT INTERVIEW) 
Indicators of Advanced-Level Practice

	DATA DRIVEN DECISION MAKING
	Advanced
	Uses insight from casework, helpline activity, financial reporting, and client feedback to drive continuous improvement.

Identifies trends, risks, and opportunities to inform operational and strategic decisions.

Embeds robust monitoring, evaluation, and reporting frameworks that strengthen accountability and demonstrate impact.


	STRATEGIC THINKING
	Advanced
	Shapes and delivers longer‑term plans for legal services aligned with organisational strategy.

Anticipates regulatory and sector developments, preparing systems and staff to respond effectively.

Ensures the legal team has the information, tools, and structures required for sustained success.


	PROACTIVE OWNERSHIP
	Advanced
	Takes ownership of legal service performance, compliance, and operational effectiveness.

Delegates clearly while maintaining oversight of quality, risk, and professional conduct.

Ensures decisions are implemented effectively and followed through to completion.


	MANAGING MULTIPLE PRIORITIES
	Advanced
	Oversees multiple legal workstreams, including casework, outreach, helpline, training, and partnerships.

Aligns operational delivery with strategic and financial priorities.

Allocates legal resources thoughtfully to balance demand, sustainability, and staff wellbeing.


	ADAPTIVE THINKING
	Advanced
	Leads operational change in a structured and measured way.

Plans for uncertainty in legal aid income, regulatory requirements, and service demand.

Communicates the rationale for change clearly and supports staff through transition.


	INSPIRING LEADERSHIP
	Advanced
	Develops and supports legal staff to strengthen child-centred practice and professional confidence.

Shapes a positive team culture through integrity, clarity, and consistency.

Builds trust across the Senior Management Team and with external partners.

	RESILIENCE
	Advanced
	Maintains sound judgement and professional composure in high-pressure or sensitive legal matters.

Identifies early signs of operational or compliance risk and takes timely action.

Supports staff to remain constructive and focused during challenge or change.


	INTEGRITY
	Advanced
	Ensures systems, processes, and legal practice uphold strong ethical and regulatory standards, including compliance with Law Society of Scotland requirements.

Champions fairness, accountability, and professional excellence.

Communicates difficult decisions with clarity and integrity, offering honest, timely feedback that supports accountability and professional growth.


	COLLABORATIVE IMPACT
	Advanced
	Strengthens collaboration across legal, policy, finance, and operational teams to deliver cohesive services.

Builds trust-based relationships with partners, funders, and regulators.

Designs and supports systems that enable effective partnership working and shared accountability.
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