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BPP Job Description


Job Title		Employment Legal Counsel 

Department		Group Legal 

Location		Home and office based

Contract type		Full time and fixed term	

Hours of work		37.5 hours per week

Reporting lines	Reporting to the Chief Legal Officer 


Job Purpose

The objective of this role is to assist in providing employment related legal advice services to the entire BPP Education Group (both in the UK and internationally). The role is focussed on employment law, in terms of assisting BPP’s internal HR Team with employment law advice and employee relations matters, including managing employment tribunal cases. 

The role will also include advising on some student matters, including responding to student complaints and appeals, where these focus on issues around the Equality Act or their employment status.

The role will also have a non-contentious focus, leading on contract and policy drafting on a wide range of employment matters.

The role is on a fixed term basis, to cover our current Employment Counsel’s maternity leave. 

Key Responsibilities 

· Managing employment tribunal claims (including drafting statements of case and attending preliminary hearings) 
· Providing advice to BPP’s HR Team on a variety of matters (including employee relations cases and employee queries)
· Working with external legal advisers where needed (particularly in relation to international HR matters)
· Drafting a wide variety of employment documents (such as employment contracts, policies, and other template documents)
· Working with BPP’s freelancer admin team (in terms of advising on employment status matters and contract drafting)
· Advising on any material employment related contracts 
· Building strong relationships with HR colleagues within the business
· Advising on student matters with an Equality Act or employment focus 
· Assisting with supervision of junior team members, including seeking their input (with appropriate supervision) on employment tribunal matters. 

Skills, experience & qualifications required - Essential

· Be a qualified solicitor in England and Wales 
· Have demonstrable experience in advising on both contentious and non-contentious employment law matters
· Have experience on preparing for employment tribunals (including attending preliminary hearings) 
· Be comfortable answering a wide range of employment queries on various topics from the business and students
· Possess exceptional drafting, negotiation, problem-solving, team, communication and client management skills
· Have strong interpersonal skills with the ability to communicate complex legal concepts into a clear and understandable format both orally and in writing
· Have the ability to effectively manage your own workload and internal clients
· Demonstrate a keen interest in working in-house


BPP actively promotes equality of opportunity for all with the right mix of talent, skills and potential, and welcomes applications from a wide range of candidates.  BPP will select candidates for interview based on their skills, qualifications and experience. Please note that for those posts that are exempt from the Rehabilitation of Offenders Act 1974, the successful candidate will be required to undertake a DBS check in addition to BPP undertaking any necessary online searches. This is deemed appropriate and necessary from a safeguarding perspective, and in line with BPP’s safer recruitment practices.
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