Senior Legal Manager of the Criminal Appeal Office (“CAO”)
Job Description (Band Ab)
Reporting to the Head of Legal Operations; working to the Registrar of Criminal Appeals and working collaboratively with the Senior Operations Manager and the other Senior Legal Managers: 

Supporting the Registrar of Criminal Appeals in the efficient management and disposal of cases in the Court of Appeal Criminal Division (“CACD”)  by providing strategic legal leadership to HMCTS staff
· Setting direction and ensuring best practice and standards in compliance with relevant legislation, the Criminal Procedure Rules and the Practice Direction.

· Identifying  new legislation and policy and assessing impact on CAO and consequent resource implications, including:

· Advising on policy issues which impact on the CACD and the CAO.

· Analysing new statutes, statutory instruments and procedure rules to provide advice and guidance as necessary.

· Ensuring procedures are in place for the efficient processing, allocation  and disposal of applications under new jurisdictions.

· Directing and assisting with the implementation and monitoring of  new practice, procedure and legislation.

· Attending regular meetings with the Registrar, the Head of Legal Operations and the Senior Operations Manager, to report on progress and to identify and resolve any issues arising in respect of work related or staffing matters.  Attending CAO Management Board meetings and being an effective member of the RCJ senior legal management team.

Overall responsibility for the effective and efficient management of cases under the direction of the Registrar of Criminal Appeals and providing legal direction on the allocation of work and monitoring of quality, output, priorities & performance against targets:
· Providing effective legal leadership to the conviction and sentence casework groups to ensure that the work of the groups meets the required CAO standards and the expectations of the Court.

· Ensuring efficient use of legal resources across the casework groups to achieve effective proactive case management and to provide timely legal advice relating to sentence applications. 

· Monitoring CAO performance statistics and addressing concerns.  

· Consulting and meeting with the other SLMs, Registrar, the Head of Legal Operations, the Senior Operations Manager and others as necessary to address resourcing and operational issues.

· Holding regular meetings with the complex casework lawyers to disseminate and exchange information.

· Agreeing standards for output and quality of work; monitoring the work of complex case lawyers, caseworkers and summary writers and providing feedback as necessary.

· Working to identify current trends and issues, in consultation with the Registrar and the Senior Judiciary, to ensure that appropriate cases are listed to enable CACD to give guidance.
· Providing practical training and relevant guidance to CAO staff on issues of practice, policy or procedure. 
Exercising judgement in the use of powers delegated to the Senior Legal Managers by the Registrar, for example to  

· Grant representation orders

· Refer applications to the full Court

· Expedite cases
· Determine issues of jurisdiction 
· To cover the duties of the Registrar where required in accordance with s.91 Supreme Court Act 1981 (a minimum of 7 years’ post qualification experience is required: Senior Courts Act 1981 as amended by the Tribunals, Courts and Enforcement Act 2007).
Recruitment, management, training and development of the legal staff
  
· Responsible for running lawyer recruitment campaigns, including designing any legal exercises for potential candidates.
· Responsible for identifying, co-ordinating and fulfilling the training requirements of new and existing lawyers. 

· Preparing and delivering one-to-one training and/or group training for the lawyers and other staff as appropriate where a need has been identified.
· Individual line management responsibility for a team of CAO Complex Casework Lawyers, including:

· Monitoring performance and addressing any training issues

· Application and enforcement of all relevant HMCTS and Ministry of Justice policies

· Conducting regular PID chats, delivering feedback and application of relevant reward schemes
· Identifying and facilitating appropriate development opportunities for CAO lawyers. 
· Ensuring compliance with any professional CPD requirements.
Responsibility for managing a small personal caseload of complex cases 

· Giving case management directions
· Preparing cases for a single Judge and/or the Court

· Preparing a CAO Summary and/or Note for the Court as required

Providing advice to members of the legal profession, the judiciary, users and all CAO staff in relation to the practice, procedures and powers of the Court of Appeal Criminal Division. 
· Responsibility for dealing with a wide range of enquiries, (predominantly legal and procedural from senior judiciary, Crown Court judges, counsel, solicitors, litigants in person,  the press and public and other government departments), often requiring a response at short notice. 

· Advising members of staff on legal and practical issues and resolving inconsistencies in internal practice and procedure.

· Resolving and advising on questions of jurisdiction and whether an application is effective.

· Resolving and advising on requests for information and/or documents made under the Criminal Procedure Rules.

Meeting and representing the CAO in discussions with external stakeholders
· Meeting as required with external stakeholders including the CPS Appeals Unit, Attorney General’s Office and the CCRC.

· Negotiating new collaborative working practices with external stateholders, in consultation with the Registrar and the Management Board, including the Head of Legal Operations. 
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