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Information pack for prospective employees
 
Post applying for: Executive Support and Governance Administrator 
 
Hours: 35 hours per week 
Closing date: 28th February 2026 at 9.00am 
Interview date:   6th March 2026
Interview method: in person 
 
For further information, contact Hayley Lawes  on 01246 550674.
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Welcome
Thank you for showing an interest in a role at Derbyshire Law Centre.  We hope this pack provides you with useful information about Derbyshire Law Centre, the role you are interested in and the application process. 

Please note: applications must be made on the Derbyshire Law Centre application form available under the News and Events section on our website, https://derbyshirelawcentre.org.uk/news-events/ 

In line with Derbyshire Law Centre’s Environmental Policy, we encourage any interested parties to consider carefully if they need to print this information pack. 






Overview of Derbyshire Law Centre

The Law Centre
Derbyshire Law Centre is a registered not-for-profit legal charity which was founded in 1989.  The Law Centre enjoys support from the public and voluntary sector communities across Derbyshire. Its primary aim is to provide free specialist legal services in areas of social welfare law to individuals and families on low incomes.  

Our primary specialist areas are:
· debt,
· discrimination - goods and services,
· housing,
· employment including discrimination,
· immigration,
· one to one specialist services, including homelessness prevention.

We employ over 30 staff and have a number of volunteers who work in units (teams). Units are based around specialist areas of law.  As an organisation we are a Disability Confident employer and strive to be an equal opportunity employer as supported by our Equality and Diversity Statement on page 8

Day to day management is overseen by a Senior Leadership Team. Overall management is undertaken by a Board of Trustees, which is a board of volunteers who represent the communities the Law Centre serves.

Our Mission
As a peer led organisation our mission is to increase access to justice for disadvantaged individuals and communities through the provision of quality assured, accessible free and low-cost legal advice, information and representation to individuals and groups across our geographical area.  

Our Core Values
The following are the values and principles that guide us.

· Respect
To treat everyone with integrity and respect, to value each other’s expertise and diversity.  To take responsibility for what we do and support each other to succeed. 
· Create
To respond to changing needs; by being innovative and resourceful.
· Collaborate
To collaborate internally and externally.  To listen and share.  To work as a team using all our expertise and skills together to achieve the best outcomes.
· Care
To show that we care by promoting personal wellbeing and adopting a safe and healthy working practice for staff, volunteers and clients.  




Regulation
The Law Centre holds the Lexcel Legal Practice Quality Mark for all our specialist work, office management and governance. We are affiliated to the national organisation for Law Centres, the Law Centres Network -https://www.lawcentres.org.uk/ .

The solicitors employed at the Law Centre are regulated by Solicitors Regulation Authority and, where appropriate, the Office of the Immigrations Services Commissioner. Legal Executives are regulated by the Chartered Institute of Legal Executives.

Delivery of Advice Services
We use various methods to deliver our services.  Central to the approach offered is meeting the client’s needs.

•	Face to face advice– we see clients physically in our main office in Chesterfield.  Where necessary arrangements can be made to see clients at other venues throughout Derbyshire.  Our office is open Monday to Friday, 9:30am to 4:30pm.
•	Specialist telephone advice – all our legal specialist units provide advice via telephone.  Days and times vary depending on the specialism.
•	Virtual advice – we have the facilities to provide virtual advice when required. 

Hybrid – if role permits
Derbyshire Law Centre has recently (June 2022) practiced a hybrid approach embracing a mix of home and office working.  

The possibility to work hybrid approach will be stated in the advert and job description.

To assist in the building of relationships with colleagues, the embracing of the organisation’s policies and its ethos new staff are expected to work their hours up to their first probation report (3 months) from the office.  On completion of a successful probation staff can hybrid work if they wish (if in line with the job description).

The policy requires staff who work 35 hours or more per week to work 3 days per week from the office and staff who work less than 35 hour per week to work 2 days from the office.  


 


General Employee Information

Induction and support
During your initial week in your new post you will take part in a thorough induction. This allows you an opportunity to meet staff, receive an overview of the organisation and our policies as well as an opportunity to ask any questions. 
 
Probation period
All posts are subject to a 6-month probation period. Your Team Leader will undertake this.  Whilst on probation 2 formal review meetings will take place; one at 3-months the other at 6-months. 

Hours
Hours for your role are detailed in the job description.  Full time staff work 35 hours per week.  All staff are expected to maintain daily timesheets. The centre operates a TOIL policy, which allows staff to take back any time worked over their hours at a time suitable to the staff member and the organisation.  

Core hours are 9:30am to 4:30pm, with a minimum of 30 minutes unpaid lunch break. We allow up to 1 hour for lunch but this time does need working back as it is not part of your working hours.  A basic kitchen area (no cooker) is available for staff use. 

Dress Code
Staff are expected to dress smart casual.

Annual leave
Staff are entitled to 32 days' annual leave, plus bank holidays (pro rata for part time staff).  The leave year runs from January to December.  Staff joining part way through the year will have their annual leave entitlement adjusted to reflect the remaining period of the year.  Staff must ensure they have the relevant number of days available to cover the Christmas shut down period.  Annual leave is requested and approved through a Sage HR application.

Salary 
Staff are paid on the 15th of each month by BACS transfer.  Expenses, depending on the amount claimed, are paid by BACS or cash.  Wage slips are accessible through Sage HR.  Staff are automatically enrolled into the Nest Pension Scheme but they can opt out.  The current organisation contribution is 8% and is reviewed annually. 

Learning and Development
Staff and volunteers are allocated an annual training budget.  Dependant on the learning and subject to approval staff are entitled to study leave. 

Policies
Derbyshire Law Centre has the relevant policies to comply with the Lexcel Specialist Quality Mark, as well as additional polices to ensure we remain a family friendly organisation.   Additional policies include, but are not restricted to:


· Leave – annual, sick, sick dependant, maternity and foster leave
· Hybrid Working
· Wellbeing
· Menopause
· Bullying and Harassment
· Lone Working
· Flexible working
· Environmental 
· Safeguarding

Employee Assist Programme
As part of our membership to the Law Centres Network all staff (and their immediate family members*) of Derbyshire Law Centre have access to an Employee Assist Programme provided by Health Assured.  The EAP provides confidential employee benefits designed to help you deal with personal and professional problems that could be affecting your home or work life, health and well-being.

*defined as spouse/partners and children aged 16 to 24 in fulltime education, living in the same household.

Office Location
The postal address for the registered office is:

1 Rose Hill East
Chesterfield, 
Derbyshire, 
S40 1NU

Staff are required to:	Comment by Nikki Tugby (DLC): Do you want to add anything here about communication??
· Uphold our core values which include respect, create, collaborate and care 
· Maintain confidentiality for clients and the business of the organisation
· Read and adhere to all Derbyshire Law Centre policies
· Use our case management system, currently Advice Pro, to maintain client records and record statistics
· Provide reports, information for reports and case studies when requested
· Work as a team member, this may include providing cover or support in another team when required
· Be responsible for their own learning and development
· Promote the Law Centre and its services externally
· Balance their work commitments with their personal life
· Communication is key 

Staff can expect to:
· Be treated fairly, with dignity and respect, and without discrimination
· Have any inappropriate behaviour, be that from staff or clients, challenged and not tolerated
· Where possible, be given opportunities to enable them to develop and meet their full potential
· Be able to ask questions and develop their knowledge in all areas of the organisation, not just their legal specialism or area of work
· Work in an environment that is free from hazards
· Be consulted on any major changes, issues or decisions within the organisation
· Have a right to balance their work commitments with their personal life.



Promoting Equality and Valuing Diversity statement
Statement of Intent

Derbyshire Law Centre is committed to achieving social justice and equality through providing free legal services to groups and individuals who, through reasons of disadvantage, have the least access to the law. 

The Law Centre is committed to promoting equality and diversity in all areas of its operations: 
· Promoting equality of opportunity
· Eliminating discrimination
· Eliminating harassment
· Promoting good community relations / positive attitudes
· Encourage participation
· Favourable treatment / positive action for those from underrepresented or
· disadvantaged groups
· Increasing community awareness of equality, diversity and discrimination
· issues.

Derbyshire Law Centre recognises that in this society, groups and individuals have been and continue to be oppressed and discriminated against on the grounds of, for example, their: 
· Age, 
· Association with a person who possess a protected characteristic, 
· Caring responsibilities,
· Disability, 
· Gender reassignment, 
· Race (including nationality, colour, ethnic or national origins), 
· Religion or belief (including those that are non-religious), 
· Sex (including marital status, pregnancy, maternity and paternity), 
· Sexual orientation (including civil partnership status), 
· Socio-economic status (class), 
· Offending background.

This statement applies to all aspects Derbyshire Law Centre’s operations:  membership of the organisation, Board of Trustees, employment policy and practice, service delivery and working with contractors and suppliers. 


Further information, including our most recent Annual Report and Accounts can be located on our website.

Recruitment Process
Derbyshire Law Centre is proud to have a robust and fair recruitment policy. Recruitment is conducted by a panel up to of 4 people; usually, senior leadership, HR and 1 other staff member.  
During the shortlisting process the panel have access to anonymised applications only. Applications are shortlisted against the person specification and candidates who meet the threshold are invited to interview.  Please note that due to the demands on the organisation we cannot inform unsuccessful applicants of the outcome. If you have not heard anything within 2 weeks of the closing date, please assume that you have not been successful. 
Disability/Accessibility
If you require any adjustments to the recruitment process, application form or interview, please do not hesitate to contact us to discuss any reasonable adjustments. 

References
Professional references are only requested once interviews have taken place and the successful applicant has provisionally been offered the post.  Provision of an e-mail address for your referees will help to speed up this process. 
If you cannot provide an employer reference, we will accept references from a named individual at a college where you have studied, or people who have known you in a professional capacity.  
Please do not put down family members or people you live with as referees.
The formal offer of a post will be confirmed once we are satisfied with the references received.  

Criminal Convictions
Derbyshire Law Centre is committed to the fair treatment of its staff and potential staff regardless of race, gender, religion, sexual orientation, disability or offending background.  

Having a criminal conviction will not automatically exclude you from the post, much will depend on the type of role you are applying for, the conviction and the circumstances surrounding it. 

Entitlement to work in the UK
If successful, the post is offered based on you having the right to work in the UK in line with Home Office Guidance and the law relating to the “prevention of illegal working”.  We are required to have evidence of your right to work in the UK and will therefore request this information.  



Guidance Completing an Application Form
Following the guidance below will help you to complete a strong application.
· We accept applications that are typed or handwritten. If handwritten please use black ink.
· Complete all sections of the form.  In the ‘Employment History’ section state why you left a position. If possible, please explain any gaps in your work history.
· The last section, 'Why you feel you are suitable for this position' is called your Supporting Statement.  This statement is the most important part of the application form as it is your chance to tell us how you meet the essential and desirable criteria as set out in the Person Specification – see below for more guidance. 
· Make sure the form is tidy and try to avoid mistakes.  Always read through your final version before you send it.

Supporting Statement – you should consider the following:
· Applications can only be assessed on the information you provide. You need to clearly demonstrate your capabilities.
· You need to explain how you meet the essential and desirable criteria and provide examples from your previous experience.  Experience does not have to be paid work, you can refer to volunteering and other opportunities you may have had. Try to present your experience in relation to the job description. 
· Present the information in a clear format, e.g. numbered points that correspond to the person specification.
· Follow the STAR principles – Situation, Task, Action and Result
· Ideally your supporting statement should be a minimum of ¾ of a side of A4 and a maximum of 2 sides.  
· Use concise, unambiguous sentences and avoid exaggerations.
· Honesty is always the best policy.
· If you are making a career change, stress what skills are transferable to the role you are applying for.
· Ensure you return your application before the closing date.
· DO not use your CV as the supporting statement as it will not be accepted.

If you require an acknowledgement of your application:
· If emailing you can activate a read receipt from your email account.
· If sending by post you must enclose a stamped addressed envelope. 
· Please note with limited resources, we cannot verify if we have received your application over the phone. 
· Please note with limited resources, only successful applicants will be contacted.
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What to do next?
· Download an Application Form and an Equality and Diversity Form (see website under News and Events)
· Complete both, with reference to the guidance above and checklist below.
· Save a copy to your records
· E-mail both the application and equality and diversity information to hayley.lawes@derbyshirelawcentre.org.uk 
If you experience any difficulties downloading the relevant forms or require a hard copy please contact reception on 01246 550674.

Contact details:
· Telephone: 01246 550674
· Freephone: 0800 7076990
· Text: 07781482826
· Text phone: 18001 01246 550674
· e-mail: dlc@derbyshirelawcentre.org.uk
· website: www.derbyshirelawcentre.org.uk 


Finally, good luck with your application and thank you for your interest in 
Derbyshire Law Centre.




Checklist for Completing an Application Form

	Section on application form
	
	Tick

	Personal Details
	· Check the telephone number and e-mail address are correct
	

	References
	· Check the telephone number and e-mail address are correct
· It is polite to inform your referees of the application
	

	
	· 
	

	Education History
	· Completed

	

	Employment History
	· Included any relevant paid or voluntary experience
· Supported statement with 3-5 bullet points outlining the main tasks
· Explained any absences. If necessary send a covering letter.
	

	
	· 
	

	
	· 
	

	Personal Statement
	· Proofread to check spelling and grammar
· Ask someone else to proofread for you
	

	
	· 
	

	E-mail / posting application
	· Checked recipient address is correct
	

	Deadline
	· Allowed time to submit and address any technical issues that may arise
	

	Equality and Diversity Form
	· Completed
	




Common mistakes when completing an application Form
· Spelling and grammar
· Addressing the form to the wrong person
· Not following all the instructions
· Not tailoring the Personal Statement to the job applying for
· Gaps in work history
· Missing the deadline
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