
 
 
Job description 

Apprentice Paralegal 
 

As part of the shared legal service this role will be required to work at 
either of our West Suffolk premises at Bury St Edmunds or Mildenhall.  
You may reasonably be required to work at any other of the councils’ 

premises, in order to meet the needs of the service. 
 

Key responsibilities and activities: 
 
To assist in providing a smooth and efficient legal team under the 

direction of a Lawyer/Legal Business Partner.  This will include the 
following duties: 

 
 Working as a strong team member with positive behaviours, 

liaising with colleagues in other teams and services.  

 
 Carrying out legal research, evaluating and gathering evidence.  

 
 Analysing legal documents.  

 

 Drafting contracts, agreements, joint ventures, commercial 
leases and acquisitions.  

 
 Providing good customer service with prompt, effective and a 

courteous service by; 

 
o Responding to phone, email and written enquiries; to 

work closely with colleagues to ensure that the councils 
offer a seamless service for customers accessing the 
Shared Legal Service. 

 
o Answering queries, transferring or signposting the 

customer to colleagues or external sources of information 
for help where appropriate.  This may be by telephone, e-

mail or face to face. 
 
 Inputting data into our case management system, ensuring 

care, accuracy, confidentiality and security.  Using the case 
management system to record and analyse information.  

 
 Support the team to manage legal processes to include; projects 

minor works, contracts, deeds of variation/novation, commercial 

enquiries and ad hoc matters.   
  

 Understand and assist with the legal processes involved in the 
contract and employment law areas. 

 

 With support, advising and guiding internal officers on the law 
and on legal procedures and taking prompt and effective legal 



 
action, ensuring that cases are dealt with sensitively and that 
the Council's reputation is maintained. 

 
 Using the Case Management system for tracking legal 

obligations.  
 
You will be expected to carry out tasks required on a day to day basis.  

The work you will do will be designed to ensure you meet the evidence 
and standards required for your qualification.   

 
Appropriate professional mentoring will be provided. 
 

Other 
 

Our apprentices are temporary and employed for a sufficient amount of 
time to complete the agreed level of study. 
 

 
 

 


