
 

 

  

   
  

 

 

 

 

 

 

 

 

 

 

 

 

Job Description and Person Specification  

Summary  

Job title:  Legal  and Compliance Services Assistant  

Area:  Legal and Compliance Ser vices   

Reference:  EH A2674 -0926  

Grade and  

Salary:  

Grade 4 Points 14 -18 

£26 ,093  to £ 28 ,031  per annum  

Contract Type:  Permanent  

Hours:  Full Time (36.25 hours per week)  

Location:  Hybrid with base at Ormskirk, Lancashire, L39 4QP  

Accountable to:  Director of Assurance, Risk and Legal Services  

Reporting to:  Associate Director Legal and Compliance Services  



  

 

About the Role  

As  Legal and Compliance Services Assistant you will provide responsive 

operational and administrative support across the University’s legal services, 

insurance, information governance and wider compliance activity. The role will 

provide a central point of contact for enquiries, ensuring that matters ar e 

acknowledged, recorded, directed and monitored effectively.  

 

You will deal with routine matters using agreed procedures, guidance and 

templates, while recognising matters that require specialist advice or senior 

consideration. They will support the administration of legal matters, insurance 

claims and enquiries, Freedom  of Information requests, Subject Access 

Requests and related information governance processes.  

 

As Legal and Compliance Services Assistant you will maintain the accurate 

records, case trackers and management information needed to support 

statutory compliance, timely decision -making and effective oversight. It requires 

sound judgement, discretion, attention to detail and the confidence to take 

own ership of a varied workload while working within clear professional 

boundaries.  

 

This role provides an opportunity to develop broad experience across legal 

operations, insurance, contracts, information governance and compliance. The 

postholder will be supported to develop their knowledge and professional skills 

through practical experi ence, relevant training and collaboration with internal 

specialists and external professional advisers  

 

In this role you will work  closely with the Director of Assurance, Risk and Legal 

Services, the Associate Director Legal and Compliance Services, the Information 

Governance Officer and external professional advisers, including the University’s 

legal advisers, outsourced Data Protec tion Officer, insurance broker and 

insurers.  

 

Working arrangements: This role may be offered on a hybrid basis, with an 

expectation of attendance on site. Working patterns can be discussed and 

agreed with the recruiting manager upon appointment.  

 

 



  

 

About Us  

 

Founded in 1885 as the first non -denominational teacher training college for 

women, Edge Hill was born from a belief that education could and should change 

lives. It is a university that has always been shaped by those willing to move 

forward, even when it  meant standing apart. Today, Edge Hill is a pioneering 

university defined by action, where staff play a vital role in connecting students 

to real skills, real networks and real futures.  

 

Duties and Responsibilities  
 

1. Act as the first point of contact for routine enquiries received by Legal and 
Compliance Services, gathering relevant information, providing agreed 
information or guidance, and referring matters requiring specialist advice or 
a decision.  

2. Monitor shared mailboxes and other routes through which work is received, 
ensuring that enquiries are acknowledged, recorded, allocated and 
progressed within appropriate timescales.  

3.  Open and maintain accurate case files, registers and trackers across legal, 
insurance, information governance and wider compliance matters.  

4.  Monitor statutory, contractual and internal deadlines, follow up outstanding 
information and actions, and alert the appropriate colleague where progress 
or compliance may be at risk.  

5.  Gather and organise information, correspondence and supporting 
documentation from University departments to assist with the assessment 
and progression of enquiries and cases.  

6.  Prepare routine correspondence, acknowledgements, requests for 
information, case updates and other documentation using agreed templates 
and procedures.  

7. Support the administration of legal matters, including coordinating 
instructions and documentation, liaising with external legal advisers, 
monitoring agreed actions and maintaining records of advice, expenditure 
and outcomes.  

8.  Assist with the administration of contracts and other legal documents 
handled by the service, including coordinating approval and signature 
processes and ensuring that completed documents are recorded and stored 
appropriately.  



  

 

9.  Support the administration of insurance claims and potential claims, 
including gathering information, coordinating notifications, liaising with 
University departments, brokers and insurers, and monitoring actions 
through to completion.  

10. Coordinate routine insurance activities, including requests for certificates or 
evidence of cover, maintenance of policy and claims records, and the 
collection of information required for insurance renewals.  

11. Support the administration of Freedom of Information requests, Subject 
Access Requests and other information rights matters, including recording 
and acknowledging requests, coordinating information searches and 
monitoring applicable deadlines.  

12. Assist with the administration of data protection enquiries, concerns and 
personal data breach notifications by recording the information received, 
obtaining relevant documentation and referring matters for specialist 
assessment.  

13. Support the maintenance of information governance documentation, 
including guidance, templates, privacy information, retention information and 
other compliance records.  

14. Coordinate communication with internal colleagues and external service 
providers, including legal advisers, insurers, brokers and the outsourced Data 
Protection Officer, ensuring that accurate information and documentation 
are available.  

15. Maintain clear audit trails of information received, advice obtained, actions 
taken, decisions made and outcomes recorded, handling confidential, legally 
privileged, personal and commercially sensitive information appropriately.  

16. Produce routine reports and management information relating to caseloads, 
deadlines, outstanding actions, expenditure and outcomes.  

17. Identify recurring enquiries, delays or weaknesses in administrative 
arrangements and contribute to improvements in processes, templates, 
guidance, registers and trackers.  

18. Provide flexible support across Legal and Compliance Services in response 
to changing workloads and priorities, and undertake other duties 
commensurate with the nature and grade of the role.  

19. Undertake other duties appropriate to the nature and grade of the role, as 
determined by the Associate Director Legal and Compliance Services or the 
Director of Strategic Assurance, Risk and Legal Services.  

  



  

 

 

In addition to the above all Edge Hill University staff are required to: adhere to 

all University policies and procedures; complete all mandatory training and 

induction modules, including Equity, Diversity & Inclusion and Health & Safety; 

engage in appropr iate learning and development activities; actively participate in 

performance review; demonstrate excellent customer care; contribute to an 

inclusive environment for everyone; respect confidentiality; act in a sustainable 

and environmentally conscious mann er; and proactively consider accessibility in 

all aspects of your work.  

Eligibility  
 

Candidates should note that shortlisting will be based on information provided 

on the application form with regard to the applicant’s ability to meet the criteria 

outlined in the Person Specification attached.  

P erson Specification  

 

Please note that applications will be assessed against the Person Specification 

using the following criteria, therefore, applicants should provide evidence of 

their ability to meet all criteria. Where a supporting statement is indicated you 

will be asked to provide a statement of how you meet this criterion  within the 

application form.  

  



  

 

 

Qualifications  

 

Criteria  Essential or 
Desirable 
Criteria  

Method of 
Assessment  
 

Educated to degree level  or able to demonstrate 
equivalent relevant knowledge and experience  

Essential  Application  

Degree or other relevant qualification in law, 
business, finance, governance or a related 
discipline  

Desirable  Application  

Evidence of relevant learning or continuing 
professional development in legal 
administration, insurance, information 
governance, compliance or finance 
administration.  

Desirable  Application  

 

Experience and Knowledge  

 

Criteria  Essential or 
Desirable 
Criteria  

Method of 
Assessment  
 

Evidence of organising and completing work to 
agreed standards and deadlines. This may have 
been gained through employment, academic 
study, placements, volunteering or other 
relevant activity.  

Essential  
Supporting 
Statement  and 
Interview  

Experience of gathering, organising and 
checking information or documentation from 
different sources  

Essential  Supporting 
Statement and 
Interview  

Experience of communicating clearly and 
professionally with a range of people, whether 
through employment, study, placements, 
volunteering or other relevant activity.  

Essential  
Supporting 
Statement and 
Interview  

Experience of using digital systems to create 
documents, organise information and maintain 
accurate records.  

Essential  Supporting 
Statement and 
Interview  

An understanding of the importance of 
confidentiality, data protection and the 
appropriate handling of sensitive information.  

Essential  Supporting 
Statement and 
Interview  

Experience of providing administrative or 
operational support in a workplace, placement, 
volunteering or comparable setting  

Essential  Supporting 
Statement and 
Interview  



  

 

Criteria  Essential or 
Desirable 
Criteria  

Method of 
Assessment  
 

Experience of managing enquiries, requests, 
cases, projects or activities through a defined 
process.  

Desirable  
Supporting 
Statement  

Experience of working in higher education, the 
public sector, a professional service or another 
regulated environment.  

Desirable  
Application  

Experience or knowledge relating to legal 
services, contracts, insurance and information 
governance.  

Desirable  
Application  

Experience of producing reports or management 
information from records, trackers or other data.  

Desirable  Supporting 
Statement  

 

Abilities and Skills  

 

Criteria  Essential or 
Desirable 
Criteria  

Method of 
Assessment  
 

Excellent organisational skills, with the ability to 
plan work, manage competing priorities and 
meet deadlines.  

Essential  Supporting 
Statement and 
Interview  

Strong written and verbal communication skills, 
including the ability to present information 
clearly and professionally.  
 

Essential  

Interview  

A high level of accuracy and attention to detail 
when checking information, maintaining records 
and preparing documentation.  

Essential  
Interview  

The ability to exercise appropriate judgement, 
recognise the limits of the role and escalate 
sensitive, urgent or higher -risk matters.  

Essential  
Interview  

Strong digital skills, including competent use of 
Microsoft Outlook, Word, Excel and Teams, and 
the ability to learn new systems.  

Essential  Supporting 
Statement and 
Interview  

The ability to handle confidential, personal, 
legally sensitive and commercially sensitive 
information with integrity and discretion.  
 

Essential  
Application and 
Interview  

An interest in developing a career in legal 
operations, insurance, contracts, information 
governance or compliance, together with a 
commitment to relevant professional 
development.  

Desirable  

Interview  



  

 

Candidate Guidance and How to Apply  

 

Join our team at Edge Hill University! We're looking for talented individuals to 

join our dedicated and supportive community and make a difference to our 

students. At Edge Hill we value the benefits a rich and diverse workforce brings 

and welcome applicati ons from all sections of society.  

Have any questions?  
For informal enquiries about this vacancy, please contact: Peter Roberts, 

Director of Assurance, Risk and Legal Services at Robertpe@edgehill.ac.uk   

Ready To apply:  
1. Go to our jobsite - https://jobs.edgehill.ac.uk/Vacancies.aspx  

2. Find the role you wish to apply for.  

3.  Click the "Apply Online"  button on the job advert and follow the easy 

steps to prepare and submit your application.  

Key points:  
• Closing date:  Please refer to the advert for the closing date for this 

vacancy. Vacancies automatically close at 23:59pm [GMT]. Please note, 

that the University may on occasion close a post early if vacancies attract 

high volumes of applications; we therefore encourage  you to prepare and 

submit your application in good time.  

• Next steps: We'll contact you by email, usually within two weeks, to let 

you know if you have been shortlisted.  

• Shortlisting : Information you provide on your application will be assessed 

against the person specification for this role. We encourage you to clearly 

show how you meet the requirements presented in the person 

specification. We encourage use of specific examples of yo ur experience, 
knowledge and skills within your supporting statement(s).  

• Pre -employment checks:  Following offer,  successful candidates will need 

to provide original proof of identity, qualifications and professional 
memberships, and evidence their right to work in the U K.  

You will also complete a pre -employment health questionnaire to support 

Edge Hill University make appropriate adjustments to support you in the 
role.  

  

mailto:Robertpe@edgehill.ac.uk
https://jobs.edgehill.ac.uk/Vacancies.aspx


  

 

• References:  You will be asked to provide details of two referees on your 

application form. References will be collected following issue of an offer 

of employment. Guidance on how to select your referees is provided on 

the form. The University may ask you for alternat ive or additional referees 
to cover your previous three years of employment during pre -employment  

• Start date: A start date will be arranged after pre -employment checks are 

completed.  

 


