
                                                                JOB DESCRIPTION 

Basingstoke and Deane Borough Council 
Job Description 

Job Title Lawyer – Property and Contracts 

Job Number  

Grade (if known) 7 

Directorate Finance and Resources 

Business Unit /Section Law and Governance/Shared Legal Services 

Preparation Date February 2018 

Responsible to (job title) Property and Contracts Team Leader 

Responsible for total 
number of direct 
reports 

0 
Responsible for total 
number of staff 
managed 

0 

Main purpose of job 

1. To provide legal advice and services to the council and others to whom we provide a 
service on a wide range of matters relating primarily to Property and Landlord and 
Tenant Law 

Main responsibilities 

 
1. To work with and advise officers and members of the Council and others to whom we 

provide a service on matters relating primarily to property law and practice including 
acquisitions and disposals, commercial landlord and tenant and encroachment to 
support and achieve the councils’ objectives 

2. To support the negotiation of the legal and commercial terms for property related 
transactions and agreements and to draft relevant documentation including contracts, 
transfers, leases and licences, easements 

3. To protect and promote the councils’ interests in the course of all advice, drafting and 
negotiations and to ensure that all deadlines are met and all procedures are followed 
correctly 

4. To develop and maintain effective client relationships 
5. To support performance monitoring by ensuring that relevant information is recorded 

as instructed 
6. To be responsible and accountable for the delivery of personal tasks and       

outcomes allocated to the postholder 
7. To undertake training to ensure legal knowledge is kept up to date 

 

Key tasks 

1. To have care and conduct of such property related matters as shall be allocated to 
the postholder from initial instruction through to matter conclusion (including 
acquisitions and disposals, commercial landlord and tenant and encroachment) 

2. To draft all such legal documentation as may from time to time be required including 
contracts, transfers, leases and licences and easements 
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3. To attend officer meetings for the purposes of offering legal advice and/or taking 
instructions 

4. To provide legal implications within reports presented to different fora 
5. To support the Property and Contracts Team Leader in producing timely 

briefings/reports on white papers, new legislation and developments in law that may 
affect the councils’ property and contract activities 

6. To undertake any other duties commensurate with the level of this post and the skills 
and experience of the postholder 

7. To keep the Property and Contracts Team Leader aware of the progress of all 
matters allocated to the post holder and in particular to bring to the Property and 
Contracts Team Leader’s attention any matter which is not progressing as 
anticipated or for which the risk level changes 

8. To ensure that service delivery complies with current regulations, accepted 
professional standards, the council's policies and procedures and appropriate 
legislation (including legislation on data protection, equalities, health and safety and 
safeguarding children and vulnerable adults)’. 
 

Essential User No 

Special features and/or 
equipment 
(anything ‘out of the norm’) 

1. The postholder will be required on occasion to 
work outside of normal working hours wherever 
and whenever necessary for the purposes of 
attending meetings and for the carrying out of 
urgent legal services and tasks 

2. The postholder will be required to work from both 
Basingstoke and Deane Borough Council offices 
and other client locations to whom we provide a 
service  

3. In collaboration with other team members staff are 
available in Legal Services between 08.30 hours 
and 17.30 hours at all relevant office locations.  
Accordingly the postholder must liaise with 
colleagues throughout Legal Services with a view 
towards achieving this 

4. Whilst always ensuring that the council acts 
lawfully,  clients must be assisted in achieving their 
aims and objectives and in the event that a client’s 
proposed way forward is not practicable, then 
alternatives to achieve the same ends should be 
proactively provided and suggested      

 
 

  

This document sets out the main dimensions of the job it describes.  It does not define 
all individual tasks, which may be expected to change from time to time to meet 
operational needs. 


