	Job Description and Personal Specification
	



	Title:
	Compliance Officer Legal Practice (COLP)

	Objective:
	To ensure compliance with the terms and conditions of the firm's authorisation by the SRA


	Responsible to:
	The Partnership


	Key Tasks

	1. Act as a channel of communication between the firm and the Solicitors Regulation Authority (SRA) regarding compliance.

2. Develop, initiate, maintain, and revise policies and procedures for risk management and compliance. 

3. Manage the day-to-day operation of the compliance programme.

4. Direct compliance issues to the appropriate resources for investigation and resolution. This may involve collaborating with other departments and people, such as: human resources (HR), IT, finance, the compliance officer for finance and administration (COFA), the money laundering reporting officer (MLRO), the data protection officer (DPO), etc.

5. Monitor, record and report, as necessary, any breaches of compliance.

6. Respond to alleged breaches of rules, regulations and policies.

7. Remain up to date regarding the firm’s compliance obligations.

8. Identify potential areas of compliance vulnerability and risk; develop and implement corrective action plans for resolution of problematic issues, and provide general guidance on how to avoid or deal with similar situations in the future.

9. Monitor the performance of the compliance regime and review policies on a continuing basis, taking appropriate steps to improve their effectiveness.

10. Act as an internal resource with whom concerned employees may communicate and seek advice.

11. Report, on a regular basis, and as directed or requested, to the Partnership with regard to the operation and progress of compliance efforts.

12. Work with others, as appropriate, to develop an effective compliance training programme, including appropriate introductory training for new employees as well as ongoing training for all employees and managers.


	Person Specification

	SKILLS
	•
Be commercially aware, astute and proactive in developing ideas and solutions;

•
Have well-developed project management, time management and organisational skills;

•
Have well-developed persuading and influencing skills;

•
Be confident, assertive and resilient;

•
Have excellent interpersonal and communication skills (written and oral).

	KNOWLEDGE
	· Be a lawyer of England or Wales; registered European lawyer (REL) or European lawyer regulated by the Bar Standards Board; 

· Be a partner or employee in a senior position of responsibility;

· Meet the criteria set out in the SRA Suitability Test 2011; 

· Be authorised to do one or more of the reserved activities specified in the firm’s certificate of authorisation.

	EXPERIENCE
	•
Excellent knowledge of the SRA Handbook;

•
Excellent knowledge of compliance requirements;
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