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	Job Title
	National Network Conveyancer (Home Based)

	Reports To
	Conveyancing Manager

	Pay
	Competitive + Conveyancer Bonus

	Working Hours
	37.5 Hours, Mon-Fri

	Location
	Home Based

	Closing Date
	TBC

	

	The Role Summary

	You will be homebased and work within a proactive high-volume residential conveyancing team. 
You should be able to:

· Run a substantial caseload and perform a full range of tasks

· Act independently when establishing priorities and managing deadlines

· Work well within a team, advise and mentor others

· Utilise your extensive experience and knowledge of residential conveyancing

· Assist team members as and when required

· Communicate, and build, relationships with clients and third parties in a professional and knowledgeable manner
· The ability to motivate self and work autonomously 

· Provide excellent customer service
· Assist the team to ensure company targets are met
· Deliver targets for client satisfaction & completions

· Ensure company policies and procedures are followed

· Maintain a positive attitude to your clients, recommenders and colleagues

· Manage a portfolio of live cases from circa 90-100 cases (dependant on level)

· Be passionate about service and always strive to deliver the best for your client

	Main Duties & Responsibilities:

	Day to Day Tasks:

· Complete tasks efficiently, accurately and within specified timescales, such as:
· Managing a substantial caseload of freehold and leasehold transactions (circa 90-100) including new build, unregistered and shared ownership properties, until such time as your manager deems it appropriate to increase your portfolio of cases.

· Processing and dealing with post in a timely manner.

· Checking contract documentation, mortgage offers and search results.

· Replying to complex legal enquiries.

· Resolving complex queries which are raised on files by colleagues, both onshore and offshore, and third parties.

· Understand and produce accurate financial statements. 

· Understand the ledgers within Visual Files & Practice Manager.

· Dealing with exchange of contracts and completion of transactions.

· Processing tasks such as:
· Conflict of Interest letters, care calls to the client, contract checks, mortgage reports and search results, replying to freehold and leasehold enquiries.

· Daily task list management.

· Identifying, monitoring and achieving targets on a monthly basis by using Management Information Reports such as Case Referral and Phone Manager.

· Utilise Management Information reports for housekeeping of files.

· Recognising potential risks and when to report them to a senior member.

· Work to and maintain Service Level Agreements
We require some flexibility with regards to working hours. The core hours are Mon-Fri from 9am - 5pm, however shifts outside of these hours such as 10-6pm, 11-7pm & 12-8pm may be required as necessary.

	


	Communication:

	You will be able to:
· Manage telephone calls. 

· Understand and report on complex legal issues and documentation. 

· Actively communicating with clients, recommenders, conveyancers, agents and third parties. This will include communication in person, in writing, or by telephone.

· Ability to check, draft and produce accurate comprehensive documentation for clients, professional persons and third parties.



	Working relationships:

	You should be able to:

· Mentor members of the team. 

· Assists team members with their workload when required.

· Develop working relationships with team members and third parties and maintain them over time. 
· Work closely with the Training Department to identify ongoing training requirements.



	Skills & Knowledge Required:

	Essential
	Desirable

	· Excellent written and oral communication skills. 

· The ability to: 

· Coach and mentor others;

· Prioritise and manage your time; and

· Deal with people from all backgrounds. 

· Excellent problem-solving and research skills.  

· Excellent mathematical skills.


	· Ability to step up, when senior members of staff are absent.

· Exercise independent judgment to identify and take alternative courses of action, without putting the client or business at risk.



	Training:

	Legal
· Refresher legal training

· Legislation updates

· Case law updates

· CML updates



	Systems training
· Take note of Visual Files updates (IT App Support)

· Refresher on task management

· Refresher on Risk assessment


	Company/Yearly training to be undertaken

· Money Laundering

· Keep abreast of policy updates

· Familiarity with offshore / onshore updates

· Refresher of client care

· Refresher of client care

· Refresher on File responsibility

· Operations meetings



	Bespoke

· CPD (if qualified)

· CLC (if required)

· One to one training (TL recommendation)




	About Us:

	My Home Move is part of Simplify which is made up of a collection of property and legal services companies and consists of a number of the UK’s largest group of Conveyancing businesses. We are the UK’s largest supplier of conveyancing support to a variety of residential and blue-chip clients. Our excellent service to our customers has allowed for market growth which means we continuously seek new and fresh talent to complement our current team as well as developing our people to reach their full potential. By joining our group, you can look forward to a challenging and rewarding role, with great results bringing great opportunity for recognition and promotion.
To apply or for any further information please contact recruitment@simplify.co.uk
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