
 

 

 

 

 

 

One Legal is shared legal service supporting three local 
authorities 

 

One Legal is hosted by Tewkesbury Borough Council and provides a shared legal service to 
Cheltenham Borough, Gloucester City and Tewkesbury Borough councils 

In addition One Legal provides legal services to a variety of other public sector bodies 
including local authority owned companies, public sector partners and housing providers 

 

One Legal’s Ethos 
 

One Legal’s ethos is to provide a high quality legal services excellent client care with a ‘can 
do’ attitude in a friendly and supportive environment 

 

What we are looking for 
 

One Legal wants to recruit people who are committed to improving the customer experience, 
are highly motivated and who will relish the opportunity to work across the councils we serve 

One Legal is always looking to expand its shared service and is looking to recruit people 
who are forward thinking and can work as part of a team to achieve our aims 

 

What we can offer you 
 

By joining us is you will experience exciting opportunities to handle an interesting and varied 
workload and provide advice to a number of high-profile clients 

 
We are committed to developing your legal skills and will provide exciting personal 

development opportunities as well as career progression 

Gloucestershire is also a great place to live and work and you will have the opportunity to 
work across a variety of locations across Cheltenham, Gloucester and Tewkesbury 

 
We offer competitive salaries, a minimum of 24 days holiday allowance plus bank holidays 
together with the opportunity to accrue additional days, flexible working and access to the 

local government pension scheme. 

 One Legal is also an equal opportunities employer and we welcome applicants from all 
backgrounds and want our workforce to reflect the diversity of our local communities so that 

we can all work for a brighter future together. 

 



 

 

 

 

One Legal is a shared legal service supporting three local authorities 

Business Development Manager 
Grade G (£31,371 - £34,788) 

37 hours per week 
Permanent 

 
One Legal is an expanding shared service which is able to offer you a wide range of 

challenging and rewarding career opportunities. One Legal has a shared purpose to deliver 

the best service for our customers and communities. 

As part of the One Legal Team you will be able to contribute to our ongoing success.   

As the Business Development Manager in One Legal you will undertake a vital role in 

providing support to the One Legal Management Team by promoting and maintaining 

excellent client care, developing new business and income streams and implementing 

modern and innovative business systems and work practices that deliver efficient and cost 

effective services.  

You will need to have an ability to command the respect, trust and confidence of our clients 

across out partner councils and market our services to new clients. 

You will also be able to develop your management experience as you will provide mentoring 

and supervision to others. 

We work in a business focused agile way, so we are there when and where our clients need 

us.  

You will need to have flexibility and drive to enable us to innovate. If you are committed to 

working as part of a team and striving to deliver exceptional service wherever you can, we 

would especially like to hear from you. 

Whilst the successful candidate would ideally have a local authority background we are 

primarily looking for a candidate with the skills and vision to develop One Legal who is a 

team player who takes pride in delivering a high quality services and is able to work under 

pressure.  

We also recognise that everyone has career/life goals and run a flexible working scheme, 

including working from home to ensure you get the work/life balance you deserve. 

For an informal discussion please contact Sarah Farooqi, Head of Law – Litigation and 

Business Development, on 01684 272012. 

 

Closing Date: Monday, 18 November 2019 

Interview Date: Tuesday, 26 November 2019 
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APPOINTMENT DETAILS 
 

POST: Business Development Manager 

POST NUMBER: CCLE42 
POST 
Applications are invited for the above post.  The main duties of this post are currently 
indicated on the attached job description.  The person appointed will be on the staff of the 
Borough Solicitor and will work under the supervision and direction of the Head of Service.   
 

SALARY 

The salary for this post will be on Grade G, £31,371 - £34,788 per annum of the National 
Joint Council for Local Government Services.  Salary is paid on the 21st of each month by 
payment direct into a Bank or Building Society Account. It is important to note, that as a 
national condition, if you start between the 1 April and 30 September, you will not receive an 
increment until the following April.  If you start between 1 October and 31 March you will 
receive an increment rise after six months and thereafter April. The starting salary is usually 
the first point of the grade. 
 
The rate of pay for this job is determined by our Job Evaluation Scheme (National Joint 
Council for Local Government Services). 
 

CONDUCT 
All employees of the authority are required to maintain conduct of the highest standard such 
that public confidence in their integrity is sustained. You must declare any business (whether 
paid or unpaid), financial and/or political interests. 
 

HOURS OF WORK 

The normal working week will be between 37 hours per week.  The Council operates a 
variable working hour’s scheme in which the majority of officers can participate, subject to the 
approval of the Chief Officer concerned.  The duties of some posts, however, do preclude the 
postholders from participation in the scheme.  Full details will be available at interview. 
 
We welcome applications from candidates with flexible working requirements. We can offer 
flexible working opportunities including flexible hours, part-time, job share and home working. 
 

PENSION 
The Local Government Pension Scheme (LGPS) is administered by Gloucestershire County 
Council, membership of which is open to any employee. All employees over the age of 16 
years are able to join the LGPS. If you decide to join then your contribution rate depends on 
how much you are paid.  The employer also pays in to the scheme on your behalf.  The LGPS 
also allows a number of other benefits such as 3 times your salary for Death in Service (tax 
free), children’s pensions and also the ability to increase your benefits at your retirement. 
Additional contributions can also be made through Additional Pension Contributions (APC’s) 
or Additional Voluntary Contributions (AVC’s). Full details are available from the Pensions 
Section follow this link www.gloucestershire.gov.uk/pensions or alternatively contact the 
Human Resources Section. 
 

LEAVE 
The leave year will run from the date of your appointment with the Council.  Annual leave 
entitlement for this post is 24 days, increasing to 29 days (based on a 5 day working week) in 

http://www.gloucestershire.gov.uk/pensions
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the leave year, following completion of 5 years continuous Local Government Service.  In 
addition to the basic leave entitlement, one additional day of leave is granted to Officers on 
attainment of 10 years continuous Local Government service, prior to the commencement of 
the leave year. 
 
There are five additional leave days derived from the National and Local Conditions of Service 
of which one is to be taken at Christmas and the other four added to annual leave (included 
above). 
 

ILLNESS 
Subject to the provisions of the National Scheme of Conditions of Service, an officer absent 
from duty owing to illness is entitled to receive an allowance ranging from one month's full pay 
and two months' half pay after completing four months' service to six months' full pay and six 
months' half pay after five years service.  An Officer who is absent through illness before 
completing four months' service is entitled to an allowance of one month's full pay only. 
 

HEALTH AND SAFETY AT WORK 
The Borough Council recognises a prime duty to protect the health and safety of all its 
employees in the course of their employment.  Management and Supervisory staff are 
required to provide and maintain safe conditions and systems of work.  All employees are 
required to co-operate with the Borough Council in ensuring that work places are free from 
risks to the health and safety of others. 
 

CONTRACT OF EMPLOYMENT 
In accordance with appropriate legislation, all persons appointed will be issued with a 
Statement of Particulars relating to their post.  This Statement sets out the main terms and 
conditions of employment, some of which will already have been specified in the letter of 
appointment. 
 

PROBATIONARY PERIOD 
All persons appointed who are new entrants to the Local Government Service will be required 
to serve a probationary period of not less than six months.  At the end of this period, and 
subject to a satisfactory report by the Chief Officer, he/she will be transferred to the 
established staff. 
 

SMOKING POLICY 
All employees, Councillors and visitors are expected to comply with the Council's no smoking 
policy. 
 

POLITICALLY RESTRICTED POST  
This post is not designated a politically restricted post under the Local Democracy Economic 
Development and Construction Act 2009. 

 

STATE BENEFITS  
If you are currently in receipt of any state benefit for example Housing Benefit, Council Tax 
Benefit, Jobseekers Allowance, Income Support or Incapacity Benefit, you must inform the 
relevant office if you are appointed to this post, as your entitlement to the Benefit may well be 
affected.  If you are in any doubt please contact your local Council, Jobcentre, DWP Office 
(Department for Work & Pensions) or the Human Resources Section.  Please note that if you 
are appointed, the Council reserves the right to check whether or not you are in receipt of 
Housing Benefit and Council Tax Benefit from Tewkesbury Borough Council. 
 

TEWKESBURY BOROUGH COUNCIL SAFEGUARDING 
We are committed to safeguarding and promoting the welfare of children, young people and 
vulnerable adults and expect all staff and volunteers to share this commitment. 
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COUNCIL TAX REGISTRATION 
Please note if you live within Tewkesbury Borough the Council reserves the right to ensure 
that you are correctly registered for Council Tax with this authority. 
 

THIS DOCUMENT IS FOR INFORMATION ONLY.  A STATEMENT OF PARTICULARS 

WILL BE ISSUED ON APPOINTMENT. 
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JOB DESCRIPTION 
 
1. Directorate 

 
One Legal 

2. Post Title 
 

Business Development Manager 
 

3. Post Number 
 

CCLE42 

4. Post Grade 
 

G 

5. Section 
 

One Legal 

6. Responsible to 
 

Head of Law (Litigation & Business Development) 
 

7. Responsible for 
 

Business Support Team 

8. Politically Restricted 
 

No  

9.  
 
9.1 
 
 
 
 
 
10. 

Main Purpose of Job 
 
To ensure the provision of high quality business support and development service to 
One Legal; promoting and maintaining excellent client care, developing new business 
and income streams in accordance with business plan objectives and implementing 
modern and innovative business systems and work practices that deliver efficient and 
cost effective services 
 
Primary Duties 

  
10.1 To lead, coordinate and manage all business, administrative, information and 

financial systems for One Legal to support a professional legal practice, ensuring the 
effective, efficient and economic operation of the legal team. 
 

10.2 Support and assist the One Legal Management Team with the overall management of 
effective legal services provision to all clients and take lead responsibility for the day 
to day management of the business support team.  
 

10.3  To act as manager for the maintenance, implementation and development as 
applicable of standards of excellence (Lexcel) across One Legal 

10.4 To act as manager for the One Legal Case Management system implementing 
improvements and system developments to ensure it maximises the efficiency, 
effectiveness and value for money of One Legal to its clients.  
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10.5 
 
 
 
 
10.6 
 
 
 
 
 
 
10.7  

Responsible for developing a marketing plan to achieve One Legal’s Business Plan 
objectives to secure new commercial opportunities and grow revenue streams; deliver 
those aspects of the marketing plan under the post holder’s direct control and assist 
the One Legal Management Team develop the business as required. 
 
As directed by the One Legal Management Team , develop and foster relationships 
with external legal practices and other relevant organisations/people to: 
 
(i) enable areas of best practice to be shared 
(ii) compare performance and cost 
(iii) pursue joint working opportunities 
 
Support and assist the One Legal Management Team and other One Legal staff by 
providing accurate and timely reports involving finance, activity, client satisfaction etc 
that ensure effective management of the business  

  
11. Specific Duties 
  
11A Service Delivery 
A1 Assist the One Legal Management Team in preparing and implementing the One 

Legal Business Plan leading on those parts of the plan that directly involve marketing, 
promotion and business systems 

A2 Monitor progress against the One Legal Business Plan and key milestones and report 
quarterly to the One Legal Management Team 

A3 Monitor, and ensure compliance by One Legal staff with, client service delivery 
standards and key performance indicators and prepare monitoring reports and 
recommendations for the One Legal Management Team 

A4 Produce reports for and, if required, attend the One Legal JMLG in respect of key 
performance indicators, business development, business systems  and other matters 
as directed by the One Legal Management Team 

A5 Engage with clients/customers at least annually to measure their views on service 
delivery and produce reports setting out results, trends and recommendations to 
address any issues identified 

  
11B Resource/Financial/Risk Management 
B1 Ensure that One Legal physical resources (such as IT equipment and on-line law 

library) are used effectively and make recommendations to One Legal Management 
Team for improved use of resources 

B2 Assist with the preparation and management of the One Legal revenue and capital 
budgets, directly undertaking budget monitoring, taking action to correct variance and 
accurately forecasting future outturns 

B3 Ensure that staff comply with financial rules and policies 
B4 Ensure that there are robust processes in place for managing and monitoring conflicts 

of interest and legal risk in respect of One Legal casework 
B5 
 
B6 
 
 
 
B7 

Ensure that there are robust policies in place for managing staff health and safety and 
that those policies are effectively monitored and reviewed 
Produce, maintain and regularly review the One Legal service risk register identifying 
key risks and mitigating actions for the One Legal Management Team in relation to 
issues including client relationships, finance, workforce, business continuity and 
reputation management. 
Identify the impact on resource requirements such as staff and equipment associated 
with securing new business and ensure timely plans are put in place to meet 
increased volumes of work at different levels as required 

  
11C Case Management/IT Systems 
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C1 Undertake day to day management of the One Legal case management/IT Systems 
to ensure that they operate effectively and efficiently to meet the needs of One Legal 
and its clients/customers 

C2 
 

Lead on the review, development and implementation of quality management 
systems and processes (including the office procedures manual)  

C3 Lead on the development of One Legal marketing and web site development as part 
of the One Legal marketing plan to retain existing business and generate new 
opportunities for growth 

C4 Liaise with IT services at all partner organisations to ensure a seamless provision of 
IT support 

C5 Develop an effective working partnership with software suppliers and act as the 
senior point of contact in One Legal 

C6 Monitor the cost effectiveness of the One Legal case management/IT Systems and 
make costed recommendations to the One Legal Management Team for 
improvements and upgrades, delivering  agreed recommendations across the service 
as required 

  
11D Management, Supervision and People 
D1 Provide effective and efficient management and supervision to the Business Support 

Team ensuring all staff achieve consistently high standards 
D2 Ensure compliance with One Legal and all relevant corporate values and behaviours 

challenging unacceptable behaviour and professional performance as necessary 
D3 
 
 
D4 
 
 
 
 
D5 

Ensure all HR and other relevant Council policies (eg Health and Safety, Code of 
Conduct etc) and One Legal processes in respect of management and supervision 
are applied fairly and consistently 
Coordinate the annual PPD cycle across One Legal in conjunction with Human 
Resources and lead the development each year of a costed learning and 
development plan meeting individual staff requirements and business need to ensure 
One Legal secures the knowledge and skills required to deliver high quality services 
and maintain its competitive position in the market. 
Encourage and promote a commercial mindset within the One Legal team to support 
revenue growth and the delivery of a customer focused, efficient service 

  
12E General 
E1 Ensure compliance with the Data Protection Act, Human Rights Act, Equality Act, 

Regulation of Investigatory Powers Act and any related guidance 
E2 Comply with all corporate policies and rules, including those relating to equal 

opportunities and risk management 
E3 
 
 
 
E4 
E5 

Ensure that services are delivered in compliance with existing and new Health and 
Safety legislation and the Council’s Health and Safety Policy and  that duties are 
pursued in a safe manner with due regard to the health and safety of the post holder 
and others 
Ensure compliance with One Legal and all relevant corporate values 
Work to all One Legal office procedures and practices (including case management 
and time recording systems) 

E6 Participate in the development of such corporate projects as may be required 
E7 
 
E8 

Work effectively and proactively to ensure income generation opportunities are 
maximized 
Undertake any other duties assigned from time to time which are appropriate to the 
grade and character of the post 

 
Job descriptions are subject to review and possible change on an ongoing basis to       
reflect One Legal and corporate priorities. Post holders are required to attend the offices of 
any of the partner councils including those of their clients and stakeholders to meet service 
requirements. 
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PERSON SPECIFICATION – ONE LEGAL  

 

 
Post Title: Business Development Manager 
Department: One Legal  
 

 
Post No: CCLE42   

 
Grade:  G 

 
Essential (E)/Desirable (D) 

 

  
Qualifications Experience/Knowledge 
Relevant management qualification (D) 
Qualifications in other relevant areas, e.g. 
finance, marketing, IT (D) 

Substantial experience/knowledge of 
effective service delivery to a variety of 
customers (E) 

 Experience in effective staff management 
(E) Significant Experience/knowledge of 
marketing and external promotion of 
services (E) 

 Significant contributions to performance 
management and quality assurance 
processes in service delivery (E) 

 Understanding of medium term financial 
planning and the integration between 
service and financial planning (E) 

 Experience/knowledge of project/change 
management and practice (E) 

 Significant Experience/knowledge of case 
management or similar IT systems (D) 

 Experience/knowledge of public body 
decision making and governance (D) 

 Experience/knowledge of successful 
partnership and multi-agency working (D) 

 Experience of public sector environment (D) 
 Experience of legal environment (D) 
  
Aptitudes/Skills Behavioural Attributes 
Applies a high level of accuracy at all times 
including when under pressure (E) 
 

Provides clear leadership and sets direction 
of travel whilst equally being a constructive 
and supportive team player (E) 

Applies excellent interpersonal and 
communication skills demonstrating the 
ability to consult, influence and negotiate 
with a wide range of people (e.g. clients, 
colleagues, public and partners) (E) 
 

Inspires trust and confidence in direct 
reports, colleagues, clients and 
stakeholders (E) 
Flexible with a “can do” attitude (E) 
Political sensitivity and the ability to 
exercise appropriate discretion, tact and 
diplomacy (E) 
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Is a strategic thinker who is pro-active in 
developing and implementing continuous 
improvement across the service (E) 
Manages effectively using objectives, 
targets, performance management, 
problem solving and project/programme 
management (E) 

 
Always shows respect and consideration, 
particularly in challenging situations (E) 
Able to work in a pressured environment, 
deal with multiple tasks and remain focused 
on service delivery (E) 
Able to prepare reports in a clear and 
comprehensible manner (E) 

Takes a progressive approach to service 
delivery and problem solving demonstrating 
an ability to take on new ideas and motivate 
others to do the same, encouraging 
autonomy and flexibility, innovation and 
creativity (E) 

Professionally confident and effective, self-
motivating and articulate (E) 

Encourages an enterprising culture, 
maximising income generation (E) 
Possesses excellent I.T. Skills (E) 

 

Is able to quickly learn new I.T. systems (E)  
  
Interests Personal 
Demonstrable interest in the provision of 
high quality cost-effective legal services (E) 

To maintain self-development and progress 
through individual Appraisal (E) 

Demonstrable interest in continuous 
improvement and promotion/marketing of 
legal services (E) 

Be prepared to undertake further training if 
required to do so (E) 

  

 

Any other (not specified above) 
 
Commitment to the principles of equality, diversity, risk management and health and safety (E) 
Full Driving Licence with use of motor vehicle (D)  
Regular local travel and travel to client places of business (E) 
Commitment to working for multiple clients and from multiple locations (E) 
Out of hours working to attend meetings (E) 
 

 


