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Job Description- Compliance Officer  

Department  Central Admin 

Reporting Line HR Director with day to day operational 
management by the Compliance Officer for 
Legal Practice (COLP) 

Direct reports  None 

Salary (DOE) £35,000- £40,000 FTE 

Hours  Part time/ equivalent of 3 -4 days. Flexibility 
with arrangement of working hours 

Work base Any of our office sites with some remote 
working supported 

 

Job Purpose 

The Compliance Officer is responsible alongside key stakeholders for mitigating risks through the 

design, implementation and enforcement of firm policies, procedures and other preventative 

measures (e.g. training.) Ensuring that all firm activities are undertaken within the boundaries of the 

law and compliant with the rules and restrictions set out by regulatory bodies including the Solicitors 

Regulation Authority (SRA.)  

Main Tasks & Responsibilities 

Task In liaison with 
 

Be fully aware of, and keep up to date with, SRA and general 
regulatory requirements that apply to most legal businesses e.g. 
anti-bribery and corruption, data protection, anti-money 
laundering, Code of Conduct, principles and guidance. 

Compliance Officer for Legal 
Practice (COLP), Data 
Protection Officer (DPO) 

Manage and monitor the firm’s processes in respect of Risk, 
including the firm’s attitude to risk and identifying the top risks. 

COLP 

Work with COLP to maintain comprehensive records of claims and 
complaints. 

COLP  

Maintain a Breach Register, to include GDPR breaches and ensure 
that findings are reported regularly to Executive Committee (ExCo) 
and the COLP. 

COLP &COFA (Compliance 
Officer for Finance and 
Administration) , DPO 

Support DPO in managing GDPR breaches and providing advice on 
potential or actual breaches  

DPO 

Support/deliver compliance elements of induction training, e.g. 
Anti-Money Laundering (AML), General Data Protection 
Regulations (GDPR), Solicitors Accounts Rules (SAR), Equality, 
Diversity and Inclusion. 

HR 

Propose and manage delivery of ongoing compliance training in a 
structured way. 

HR 

Monitor and regularly review Letters of Engagement. COLP 

Keep Terms of Business (TOB) under review to ensure they are 
current and compliant. 

COLP 
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Oversee AML practices and procedures across the firm, including 
correct use of relevant software (e.g. ThirdFort, SOS.) 

Money Laundering 
Compliance Officer (MLCO) 

Above to include regular monitoring and spot-checks on ID being 
correctly taken and saved. 

MLCO & Heads of 
Department (HODs) 

Keep updated with new legal and regulatory guidance in respect of 
all areas of compliance; ensure all relevant HODS and FEs are made 
aware of important changes. 

HODs 

Ensure file reviews are conducted properly and promptly, including 
follow-up action. 

HODs 

Undertake ad hoc procedural file reviews to check e.g. Letters Of 
Engagement (LOEs) sent, AML requirements have been met, 
ongoing monitoring is conducted and evidenced on the file. 

HODs 

Ensure and spot-check that a proper procedure re undertakings is 
in place and observed. 

HODs 

Support the renewal of Professional Indemnity Insurance and 
Practising Certificates, to include providing input and data as 
required. 

Head of Accounts, ExCo 

Manage panel memberships e.g. Lender Panel, individual mortgage 
panels, and any other panel applications. 

Head of Residential and 
other HODs  

Monitor Law Society and other relevant organisations’ cyber and 
fraud warnings. 

COLP, IT 

Advise on merits of, prepare and manage any agreed Quality 
Accreditations e.g. if the firm decides to apply for Lexcel. 

ExCo 

Produce regular (bi-monthly) Compliance Updates and circulate to 
all staff, to enhance ongoing awareness. 

COLP 

Be available to all staff to answer initial queries in support of the 
COLP. 

COLP 

Support development of a firm wide compliance culture at all 
levels of the firm 

COLP/ HODs 

 

Person Specification  

 The individual must have a sound knowledge of law and terminology and good drafting skills. 

 Be very organised with good attention to detail.  

 Possess a good working knowledge of the Solicitors Accounts rules (SAR) in liaison with the 

COFA/ Head of Accounts. 

 Demonstrate passion for the area and evident interest to stay up to date with latest 

developments and impart these to others. 

 Proactive rather than reactive and always seeking out the best practice for prevention. 

 IT literate and able to learn/understand how to use our software to achieve optimum 

compliance firm-wide. 

 A resilient personality able to stand their ground as required.  However, they should also be 

approachable so as to gain respect and trust firm-wide. 

Qualifications & experience  

 Qualified solicitor desirable but is not essential.  

 Previous compliance experience in a similar role is essential.  

 Previous employment with a regulator particularly the SRA would be favourable.  


