Attorney General’s Chambers

Job Description
Post:           
Chief Legislative Drafter        

Grade:         
OS6 (+ Market Rating 32%) 
Division:
Legislative Drafting 
Location:      
Attorney General’s Chambers, Belgravia House
Responsible to:      
Executive Director of Legal Services
Responsible for: 
4 Senior Drafters [1 EO, 1 AO]
Job Purpose:
You will lead a team of Senior Drafters and you will be responsible for the delivery of the work of the Primary Drafting Division of Chambers which will include delivery of the Isle of Man Government’s Legislative Programme and Private Members Bills. You will be required to liaise with the Sub Committee of the Council of Ministers in the establishment of the Legislative Programme and thereafter seek to deliver the same in accordance with the timescales set out in the Programme which will involve close liaison with Departments of Government and with the Advisory and Legislative Support Division of Chambers. In addition to leading the team you will be personally responsible for drafting a portfolio of primary law required to support the delivery of the Programme. You will be required to provide legal advice to Departments, Boards and Offices, which might include liaison with politicians, Chief Officers, Policy Officers and other officers drafting secondary legislation, with the overriding aim of supporting sound policy development and translation of that policy into high quality Primary law.   

Main Duties and Accountabilities
a) Job Specific 
The specific duties associated with the role may be varied according to the requirements of The Attorney General’s Chambers (AGC), as such you may be required to undertake other tasks or duties commensurate with the grade of the role at the request of your line manager or Crown Officer.

The post holder will: 

· Be responsible for the delivery of the Isle of Man Government’s Legislative Programme.

· Work with the Advisory and Legislative Support Division of Chambers (and the Departments Boards and Offices of Government directly where necessary) in order to effectively ensure that the Division is in receipt of the drafting instructions necessary to ensure the delivery of the Programme to time.

· Develop and promote good and appropriate relationships with Politicians and the Clerks to Tynwald to support the delivery of the Programme.

· Manage a team of four Primary Drafters, one Legislation Manager and one Administrative Officer this will include all line management responsibilities.

· Put in place and implement processes within the Primary Drafting Division to ensure that the work of the Division is of good quality.

· Be an active member of Chambers Senior Management Team and Extended Leadership Team and make a positive contribution to the management and development of Chambers.

· Collaborate with the Lead Legal Officer Advisory and Legislation Support in the development and implementation of processes between the Primary Drafting Division and the Advisory and Legislative Support Divisions of Chambers to improve the delivery of Legislation on the Island.

· Draft Bills for consideration by the Island’s Parliamentary Branches and attending Parliament to support the Bill’s passage through the Branches; 

· Work with Departments to support Politicians who are promoting Bills through the Branches and officers who are developing policy; 

· Support politicians who are considering moving amendments; 

· Develop policies and procedures to improve the efficiency of the delivery of work within the Primary Drafting Division.

· Ensure that sufficient assistance is provided by the Primary Drafting Division to officers in the AGC or Departments, Boards and Offices in the drafting of subordinate legislation including provision of training to staff; 

· Liaise with the Ministry of Justice, providing legal appraisal of the Bill’s compatibility with Human Rights and other conventions;

· Attend Parliamentary Committees/branches of Tynwald to provide assistance when required; and 

· Manage with the development of the legislation website which provides online access to the Isle of Man Statutes
b) Service Delivery 
The post-holder will be responsible for the provision of high quality legal advice and assistance to the client. 
The post-holder will be expected to have an understanding of client requirements, translate and present them in a structured format and articulate them clearly to key stakeholders, enabling underlying assumptions to be understood and tested so that the client can achieve their objectives. 
The post-holder will be expected to provide timely expert and authoritative legal analysis and advice and to be responsible for the legal quality and robustness of outcomes. 
The post-holder will be responsible for the application of legal knowledge and skills to influence a broad set of stakeholders advising on the interpretation and development of policies. 
The post-holder will be expected to assess the impact and implications of advice on other parts of the client’s organisation and determine the effects of their own and others’ work within this broad context; 

The post-holder will be expected to provide high quality, timely, authoritative advice to project teams and colleagues on issues, strategy and risk management. 
c) Performance Management 
The post-holder will be expected to manage their own caseload expeditiously and to consistently high standards. 
The post-holder will be responsible for the maintenance of professional standards and for the continuous improvement of services provided. To this end they will participate in a framework of operational reporting and performance monitoring in relation to their own work and that of their team. 
The post-holder will ensure compliance with corporate policies, systems and procedures applicable to Chambers and relevant legal provisions. 
All Civil Servants have a personal responsibility for performance management. The post-holder will be expected to contribute to their own annual performance development review and bi-annual interim performance reviews. The post-holder will also ensure subordinates comply with the Scheme as directed by the Office of Human Resources. 
d) Communication 
The post-holder should ensure that they communicate in a manner which establishes their credibility and earn the respect by the depth of their knowledge and influence on others on the basis of their specialist knowledge. 

The post-holder will be responsible for good communication within Chambers and with clients ensuring that all stakeholders understand the role of Chambers in providing legal services. 
The post-holder will be required to explain advice provided in a manner appropriate to the recipient. 
e) Team Work 
When working for a client within a multi-disciplinary team the post-holder should take responsibility for the effective working of the team and participate in a manner which supports a successful outcome. 
The post-holder will be expected to develop the talents of other members of staff within Chambers and to contribute to an environment which inspires staff and enables innovative thinking and integrated working across the organisation 
f) Professional Development 
The post-holder will be responsible for their personal and professional development, performance management and appraisal in accordance with the requirements of the Performance & Development Review Scheme. 

The post-holder will be responsible for enhancing and developing their knowledge and skills and assisting in the training and development of other legal officers, which may take the form of group discussions, tutoring and development of training materials and the provision of advice to other members of the legal profession. Drafter  

g) Representation 
The post-holder will if required represent Chambers in a range of settings, forums, committees, working groups and events. It is expected that the post-holder will be a committed ambassador of Chambers and their client. 
h) Resource Management 
The post-holder will be responsible for the effective management of resources in accordance with value for money principles and the requirements of Financial Regulations. 
i) Professional Integrity 
The post-holder will maintain themselves as all times in good standing with their professional body (Isle of Man Law Society or equivalent) of which they must be a member. 
The post-holder will be expected to comply with all and any professional rules, code of conduct or direction issued their professional body (Isle of Man Law Society or equivalent) and in the event that the post-holder is a member of any professional body. 
As an appointee of Chambers, the post-holder is expected to recognise that their everyday business requires the highest level of personal integrity. Each Officer has a personal responsibility to maintain the confidentiality of all project business and to uphold such confidences. 
j) Health and Safety 
The post-holder will be responsible for their own health and safety and the impact of their actions on others. They will be responsible for identifying any possible risks or near misses to a responsible manager. 
Reporting Framework 
The post holder reports to Executive Director of Legal Services. 

The Chief Legislative Drafter, as Line Manager is responsible as ‘Reporting Officer’ for the implementation of, and compliance with, the provisions of the Isle of Man Civil Service Performance and Development Review Scheme.

Data Protection 
Roles within the AGC process personal data of persons that we deal with or interact with daily, including officers from across Government, external stakeholders, and members of the public.  Our Crown Officers, as a controller of personal data, is responsible for compliance with the Applied GDPR and the Applied Law Enforcement Directive (“LED”).  

Compliance with data protection legislation, insofar as it impacts upon the role, is the personal responsibility of the role holder. 
Isle of Man Civil Service Competency Requirements:

Leading and working together 








Level D 

Sets challenging goals for themselves and their team(s); motivates colleagues, showing an energetic and positive approach; encourages teamwork and collaboration within the Department and across the organisation; creates an atmosphere of respect and tolerance; networks widely with colleagues across the organisation and with external contacts; behaves fairly and consistently in managing differing points of view. 

Communicating and influencing








Level D 

Communicates clearly and concisely orally and in writing and is effective in communicating with colleagues at all levels including Chief Officers and politicians; prepares thoroughly and puts forward balanced proposals highlighting costs and risks as well as the benefits; lobbies effectively taking account of organisational and political processes; a flexible negotiator who is adept at finding ‘win-win’ solutions. 
Achieving results 










Level D 

Plans resources to deliver Departmental and Divisional/Operational objectives; allocates resources to deliver objectives and communicates changing priorities; absorbs information quickly, identifying key issues, often in complex situations; uses experience and knowledge and takes a broad view to assess the best course of action; leads by example, showing a sense of urgency; takes responsibility for the results achieved by the Division/area of responsibility. 
Delivering a quality service 








Level D 

Translates corporate policy and strategic initiatives into operational plans; keeps abreast of new developments and issues nationally and elsewhere; plays a full part in developing policy 
Changing and learning 









Level D 

Creates an environment within the Division, where continuous development to meet changing demands and priorities is accepted; seeks out fresh ideas and responds enthusiastically to Departmental and corporate initiatives; develops innovative and practical solutions to problems. Actively creates development opportunities for self and colleagues. Uses specialist knowledge to develop Departmental policies. 
Showing commitment and resilience







Level D 

Demonstrates clear and sustained drive and determination to deliver and to succeed. Able to cope with difficulty and frustration and remain committed and positive. Calm and confident under pressure.
