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TRINIDAD AND TOBAGO HOUSING DEVELOPMENT CORPORATION

JOB DESCRIPTION
JOB TITLE:

Senior Attorney at Law –  Conveyancing
DIVISION:

Legal
DEPARTMENT:

N/A
JOB PURPOSE:

The incumbent is required to manage the activities of the Conveyancing Unit to ensure the efficiency and effectiveness of litigation matters within the Corporation.
WORKING RELATIONSHIPS:

· Reports to the Divisional Manager, Legal
· Works closely with Attorneys, Divisional Managers, Managers, Service Providers, internal and external Stakeholders
MAJOR DUTIES & RESPONSIBILITIES:

· Manages operational activities of the Conveyancing Unit;
· Provides general advice and counsels in conveyancing matters to the Corporation and other stakeholders;
· Assists in assessing the impact of proposed /existing legislation, regulatory policies, laws and regulations pertinent to the organization and making recommendation for amendments;
· Manages the Performance Management Systems for relevant employees;
· Provides coaching and mentoring to relevant employees;
· Co-ordinates and review the work activities of subordinate employees;
· Represents the Corporation at meetings, in court and other fora in litigation matters or as directed by the Corporation;
· Prepares and submits reports in accordance with the Corporation’s requirements;
· Liaises with internal and external stakeholders as required; and
· Performs any other related duties and responsibilities consistent with the job title/position.

QUALIFICATIONS AND EXPERIENCE:
· Bachelor of Law Degree;
· Legal Education Certificate (LEC);

· Admitted to practice Law in Trinidad and Tobago or equivalent;
· Training and certification in arbitration and alternative dispute resolution;
· A minimum of seven (7) years’ experience as an Attorney-at-Law with at least four (4) years’ supervisory experience

KNOWLEDGE AND SKILLS:
· Comprehensive knowledge of landlord/tenant laws/real property law and civil procedures;
· Working knowledge of conveyancing law and civil procedures and practices;
· Working knowledge of other legislation, procedures and practices relevant to the operations of the Corporation;
· Excellent case management and conveyancing planning skills;
· Excellent negotiation, mediation and arbitration skills;
· Excellent communication skills (oral, written and interpersonal); and
· Proficient in MS Office (Outlook, Word, Excel, PowerPoint and Project).
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