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JOB DESCRIPTION 

 

 

Job Title    : Property Solicitor      

Base     : John Radcliffe Hospital as a base but role covers all 

       sites 

Grade     : Band 8a 

Hours of work   : 37.5 hrs per week, core hours 0900 to 1700 

 Monday to Friday 

Directorate    : Estates & Facilities 

Responsible to   : Head of Property & Space  

Accountable to   : Deputy Director of Capital Development 

 

Job Summary: 

The purpose of this role is to provide legal advice and/or facilitate obtaining legal advice 

from external suppliers which enables colleagues across the Trust to make timely 

informed decisions, meet corporate objectives and minimise the risk exposure of the 

business in respect of major programmes as well as business as usual. 

 

The Solicitor reports to and supports the Head of Property and Space in the provision 

of legal advice across all business functions to support the Trust’s and individual team 

objectives, with a particular focus on property management, construction and PFI 

projects, and procurement.  

 

Main Tasks and Responsibilities 

Supporting the Head of Property and Space with the provision of transactional 

property advice such as drafting and completing leases, licences and other forms of 

property documentation, letters and notices. 
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Enabling the internal customer to make informed decisions by the provision of 

accurate and timely legal advice and drafting, and supporting with obtaining legal 

advice from external legal suppliers where necessary 

Working collaboratively with the internal customer and other legal team members to 

ensure accurate and understandable legal advice and documentation is provided to 

the business 

Enabling collaboration across functions through teamwork and sharing of knowledge 

Supporting the Head of Property and Space with provision of legal advice and 

preparation of legal documents relating to transactional property matters on major 

programmes and business as usual 

Supporting management of the legal services budget and processes in place for 

instructing external legal suppliers 

Reviewing payments to external legal suppliers and raising purchase orders 

Providing training and direction to new and/or junior members of the team  

Acting as an informed client to external legal advisors to procure specialist legal 

advice  

Providing expert legal advice, translated and communicated in a clear manner which 

enables robust decision making across the business 

Role-modelling and embedding values and behaviours within the team and across 

the business 

Enabling collaboration across the business and removing barriers to action and 

delivery in a legally compliant manner 

Adheres to the appropriate governance and compliance standards for the Legal 

profession 

Manage and advise on restrictions and consent requests to obtain overage recovery 

and minimise exposure to any business risk  

Advising the Trust on their estates rationalisation programme/s and disposal of 

surplus land 
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Advising on landlord and tenant matters acting for both owners and occupiers. 

Advising on the sale and acquisition of healthcare property, including hospitals, 

surgeries and specialist clinics. 

Advising GP practices and PCNs in relation to property matters including refinances, 

reconfiguration of partnership, and landlord and tenant matters. 

Advising OUH on acquisitions and disposals including leasehold and freehold 

matters, property elements of health sector business acquisitions and sales  

Land purchase, development, sale and sub sale (working in conjunction with the 

Capital and Commercial Teams). 

 

Key Relationships: 

Internal 

Human Resources  

Finance Department  

Property and Space Management 

Property Management Team 

Operational Team 

Commercial Directorate 

 

External  

Professional advisers such as solicitors and surveyors/valuers 

Prospective Tenants 

 
 
Experience and Knowledge  
 
Experience of driving improvements to enable efficiency   
 
Track record of success in professional area   
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Property Management and transactional background   
  
Managing internal and external customer relationships in a changing environment   
 
Ability to manage occupancies and maintain key property data and legal notes 
 
Where appropriate, experience of PFI contract management to understand the 
implications for management of the property portfolio e.g. for leases, variations for 
estates works or service changes  
 
Data-driven decision making 
   
Continuous improvement  
  
Taking personal accountability on the task being undertaken and the ability to learn 
new skills and challenges 
   
Professional/technical know how   
 
Commercial and financial acumen   
 
Relevant legislative/regulatory frameworks   
 
Broad understanding of modern people practices   
 
Knowledge of how to create and implement local customer engagement strategies    
 
Broad understanding of operational requirements for properties and how to access 
support within/outside OUH 
 
Knowledge of BCP process and implementation   
 
Where appropriate clear understanding of PFI obligations and delivery requirements   
 
Significant experience of working within a legal team 
 
Experience of managing legal staff / lawyers 
 
Experience of drafting legal documents 
 
Experience of negotiating settlements with damages and costs 
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Analysis & Judgement 
 
Ability to work at pace, under pressure and prioritise own workload  
 
Takes responsibility and accountability of the assigned workload  
 
Role modelling the values and behaviours and setting the cultural tone of the team 
 
Engaging and collaborating with other managers across the organisation 
 
Embracing and embedding change and other organisational initiatives 
 
Tackling inefficiencies and driving continuous improvement 
 
Embracing, adopting, and embedding technology such as MiCAD to enable business 
outcomes  
 
Evaluate levels of service against standards and be aware of legislation that may 
have an operational or financial impact on the Trust. 
 
Responsible for the provision and analysis of high-quality data to support service 
development and improvements. To use data to investigate queries and concerns 
and develop solutions. 
 
Experience of managing own caseload and delegating work at an appropriate level to 
others. Providing technical guidance and working effectively within a team and alone 
 
To issue legal notices as part of the signing up procedure and in accordance with 
current Landlord and Tenant requirements 
 
To be able to analyse highly complex situations from a legal perspective and provide 
excellent advice on all property related claims and litigation. This could include 
boundary disputes, rent reviews and lease renewal negotiations  
 

Planning and Organisation 

Assist with any tasks and issues in a timely manner  

Ensure all the needs of the tenants are met and expectations are managed in an 

organised and professional manner 

Stakeholder meetings are attended and actions points are attended within dedicated 

times 
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Ability to be flexible and learning agility   

Adheres to the appropriate governance and compliance standards for professional 
area 
 
To plan and prepare highly complex documentation for legal hearings and group 
action meetings and providing high level advice to clients and informing all parties at 
all level  
 
Ensure that highly complex cases are dealt with in an efficient and effective manner. 
Time crucial cases are prioritised and handled at a highly professional level. 
 
Communication / Relationship Skills 

 

The post holder will be required to communicate with a wide range of stake holders, 

clinical and non-clinical staff within the Trust and wider NHS. The post holder will 

require excellent communication skills at senior level at subordinate levels, both 

across the organisation and with other organisations.  

 

The post holder will ensure that effective communication strategies and plans are put 

in place to support property management initiatives and projects across and through 

teams whether electronic, written, or face-to-face. 

 

To build working partnerships with providers and develop a co-operative relationship 

to the mutual benefit of both parties. 

 

To ensure a professional working relationship with key contacts at the hospitals and 

landlords 

 

Responsible for providing and receiving complex, sensitive or contentious information, 

where persuasion and negotiation skills are required.  

 
 
Manages internal and external customer relationships to the best of their ability  
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To provide and receive highly complex and sensitive information from stakeholders.  

Excellent interpersonal skills and communication skills required 

Can communicate well in highly complex situations and caseload 

Being able to report cases clearly and accurately to all stakeholders which will include 

clinical and non-clinical services  

Policy / Service Development 

Revise and amend Trust standard documentation as necessary to ensure compliance 

with all related legislation 

To continually monitor and improve the service provided and the experience achieved 

for tenants 

Responsible for regular review of a Trust Policy and accompanying paperwork 

including all lease documents.  

The post holder will support the Trust on the implementation of specific work streams 

within the master-planning process 

 
 
Leading and Managing 

To support Line Manager principally with property-related issues and to manage 

monitoring, expenditure, and contractual obligations.  

To play a key role in any meetings related to the management of the Trust’s property  

• Ensuring: 

- storage of up-to-date records 

- involved in making positive changes to Trust processes and guidance and 

sharing learning and themes from claims and inquests in order to support the 

Trust’s drive for quality and to improve patient safety. 
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- understand the importance of hitting deadlines, of following process, of running 

a case load properly but also be empathetic, kind and supportive. You’ll be able 

to multi-task, organise your time and move seamlessly from one task to another. 

As a real team player who thrives in a busy environment, you’ll get the best out 

of yourself – and us. 

 

To participate in the Annual Performance Development Review Process. 

To develop own CPD and ensure good practice. 

To keep self-updated with current requirements and legislation  

 

To work towards set objectives for the Property and Space Management Team and to 

provide a positive contribution towards corporate objectives. 

Undertake such training or study as may be required (including mandatory training) to 

maintain, strengthen or develop skills relevant to the post. Take responsibility for 

identifying development needs and agreeing objectives with line manager. 

Be an effective member of the property management department and role model for 

other members of the team, promoting a ‘can do’ attitude through a style of behaviour 

that is inclusive, open and participative. 

 
 
Information Resources 

Ensure all documentation for tenants is kept up to date 

Keep accurate and contemporaneous notes of any meetings 

 
Ensure that IT information and databases are updated regularly  
 
 
Research & Development 

To attend training courses as identified and agreed for appropriate development. 
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To keep up to date with relevant information and research on property matters. 

Regularly network with other Trusts to develop self and make recommendations for 

improving systems and processes. 

 
 

 

 

 

 

 

Person Specification 

Factors  Essential requirements  Desirable 

requirements  

Measurement  

E.G:  

Application form 

/ CV / 

Assessment / 

Interview  

NHS Trust Values Demonstrable ability to 
meet Trust values   
 

 Application form  
/ VBI Interview 

Education & 

Qualifications: e.g. 

level of education, 

professional 

qualification, 

registration 

requirements, 

evidence of further 

professional 

development  

LLB (hons) degree or 
equivalent BA (hons) or 
BSc (hons) degree 
Qualified solicitor 

 

Post grad 

qualification in a 

relevant subject 

matter  

 

Application  

Interview  

Test  

Knowledge:  

e.g. requirement of 

technical expertise 

or knowledge 

specific to the role  

Minimum 5 years’ 

experience in a property 

management or estate 

role  

Understanding and 

drafting knowledge of 

standard property 

contractual documents 

including leases, 

NHS or public sector 

experience  

Good knowledge of 

the Housing Act 

(2004) legislation  

 

Application  

Interview  

Test  
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memorandum of terms of 

occupation, title 

documents, contracts for 

sale and transfers 

 

Working knowledge of 

the Land Registry 

Business Portal 

 

General legal knowledge 

across commercial, 

construction, PFI and 

property law 

 

Experience:  

Previous experience 

relevant to the post 

e.g. experience 

necessary to 

effectively perform 

role  

Experience working in-

house 

Experience providing 

legal advice regarding a 

property portfolio 

Experience reporting to 

multiple managers and 

balancing competing 

demands 

Experience and/or 

training in property law 

and construction law 

 

 

 

Application  

Interview  

Test  

Skills and Ability:  

Additional expertise 

acquired through 

practice or training 

which is a 

requirement of the 

post e.g. Team 

Leadership, 

motivational or 

organisational skills, 

communication skills  

Strong interpersonal 

skills with the ability to 

adapt quickly to change  

Confident communicator, 

willing to present at all 

levels within the 

organisation  

Strategic and analytical 
legal thinking 
Taking personal 

accountability 

Communication and 

influencing 

Negotiation 

Decision making 

Planning, organising and 

delivery 

Tactical and diplomatic 

Collaborative 

Ability to prepare 

complex reports  

Developed report 

writing and business 

case skills  

Application  

Interview  

Test  
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Building good working 

relationships 

Personal Qualities:  
Special aptitudes 
relating to the 
demands of the post  
e.g. Team – player, 

flexible 

COMMITMENT  

• Goes the extra mile  
• Follows-up and follows 
through  
• Team player, able to 
build rapport and 
credibility with senior 
management  
 
RESPONSIBILITY  
• Takes ownership  
• Creative, innovative 
and versatile, able to see 
the broader picture  
 

 Application  
Interview 

 

VALUES  
The post holder will uphold and display Trust values.  

 

The following information is required for all 

posts in order for the “effort and environment” 

factors required for Agenda for Change to be 

taken into consideration when banding posts. 

Information Required  

 

Physical  

Examples – the nature, level, frequency and 

duration of the physical effort required for the 

job e.g. Kneeling, crouching, work in confined 

space, sitting, standing, walking, lifting, pulling, 

running, pushing  

Office based at John Radcliffe but will work in 

other office settings across the Trust, travelling 

between sites. Must be able to work a flexible 

schedule and extended hours to 

accommodate needs. Work is performed 

generally in an office environment and requires 

sitting for prolonged periods of time using a 

computer keyboard and screen.  

Light physical effort for short periods. Frequent 

walking/standing/bending for room checks, 

plus regular room inspections. 

 

Mental  

Examples – the nature, level, frequency and 

duration of the mental effort required for the 

job e.g. Checking documents, calculations, 

analysing statistics, operating machinery, 

microscope work, assessing patients, formal 

There is a high level frequent requirement for 

concentration where the work pattern is 

unpredictable. This will include reading 

complex legal documentation. Attending Court 

hearings and Tribunals wherever necessary 

Will be expected to deal with emotional 
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minute taking, and teaching. Also measures 

whether the post holder will be subject to 

interruptions  

tenants in the staff accommodation where 

there are disputes or disagreements amongst 

themselves. The eviction of tenants may 

become complex and could cause a degree of 

tension and stress.  

Frequent interruptions: must be able to 

manage and prioritise multiple tasks, whilst still 

delivering service objectives in a timely 

manner.  

 

Emotional  

Examples - the nature, level and frequency of 

emotional effort required to undertake clinical 

or non-clinical duties that are generally 

considered to be distressing and/or 

emotionally demanding. E.g. giving un-

welcome news to staff/patients, dealing with 

difficult situations / circumstances or, caring for 

the terminally ill, typing / processing reports / 

letters transmitting highly distressing events, 

managing major change etc.  

 

 

High level of emotional effort required.  
Responsible for dispute resolution in all 

accommodation matters including bad debts, 

actions contravening tenancy agreements, 

neighbour disputes and unresolved complaints 

and grievances residents may have regarding 

the housing association. 

Working conditions  

Examples - the nature, level, frequency and 

duration of demands arising from adverse 

environmental conditions and hazards which 

are unavoidable and required for the job. E.g. 

Frequent use of a VDU, exposure to extreme 

temperatures, working at heights, unpleasant 

smells, dust / dirt, aggression, noxious fumes,  

 

Frequent periods of VDU work continuously on 
most days.  
 

 

 

General Conditions 

Risk Management 

The management of risk is the responsibility of everyone and will be achieved within a 

progressive, honest and open environment. 

Staff will be provided with the necessary education, training and support to enable them to 

meet this responsibility. 
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Staff should be familiar with the 

 Major Incident Policy 

 Fire Policy 

 Information 

 governance 

 

and should make themselves familiar with the ‘local response’ plan and their role within that 

response. 

Responsibilities for Health and Safety  

The post holder is responsible for ensuring that all duties and responsibilities of this post are 

carried out in compliance with the Health & Safety at Work Act 1974, Statutory Regulations 

and Trust Policies and Procedures.  This will be supported by the provision of training and 

specialist advice where required. 

Infection Control  

Infection Control is everyone’s responsibility. All staff, both clinical and non-clinical, are 

required to adhere to the Trusts’ Infection Prevention and Control Policies and make every 

effort to maintain high standards of infection control at all times thereby reducing the burden 

of Healthcare Associated Infections including MRSA. 

All staff employed by OUH have the following key responsibilities: 

 Staff must wash their hands or use alcohol gel on entry and exit from all clinical areas 

and/or between each patient contact. 

 Staff members have a duty to attend mandatory infection control training provided for 

them by the Trust. 

 Staff members who develop an infection (other than common colds and illness) that 

may be transmittable to patients have a duty to contact Occupational Health. 
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Child Protection 

The post holder will endeavour at all times to uphold the rights of children and young people 

in accordance with the UN Convention Rights of the Child. 

Safeguarding Children and Vulnerable Adults  

The Trust is committed to safeguarding children and vulnerable adults throughout the 

organisation. As a member of the trust there is a duty to assist in protecting patients and their 

families from any form of harm when they are vulnerable. 

Information Governance  

All staff must complete annual information governance training. If you have a Trust email 

account this can be completed on-line, otherwise you must attend a classroom session. For 

further details, go to the Information Governance intranet site.  

Data Quality 

Data quality is a vital element of every member of staff’s job role. Oxford University Hospitals 

recognises the importance of information in the provision of patient care and in reporting on its 

performance. Data quality is therefore crucial in ensuring complete, timely and accurate 

information is available in support of patient care, clinical governance, performance 

management, service planning, and financial and resource planning and performance.  

 

All staff should ensure that they have read and understood the Trust’s Data Quality Policy. 

   

Organisational Structure  

 

 

Head of Property and Space

↓

Property Solicitor 

↓

Paralegal / Legal Officer 
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