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	Role Title:
	Legal Administrator 
	Department:
	Finance
	Budget:
	xx

	Direct Reports:
	N/A
	Reports To:
	Head of Legal
	Version:
	V1.1



	Role Purpose:
	Key Accountabilities 

	The Legal Administrator supports Lloyds Clinical legal operations through effective contract management, documentation, and legal process coordination. Working under the supervision of the Head of Legal, the role ensures legal processes are followed, documentation is accurate and accessible, and legal matters are efficiently triaged and tracked. The role does not provide independent legal advice or sign‑off but enables legal compliance, risk awareness, and informed business decision‑making.
	1 Contract & Document Operations
2 Legal Operations & Contract Support
3 Stakeholder & Governance Support
4 Knowledge, Enablement & Continuous Improvement



	Key Accountabilities:
	Key Measures of Success:

	1. Contract & Document Operations
· Supporting the maintenance of contract repositories 
· Ensure all contracts are processed within the agreed contract management process for all approvals and signatories. 
· Organise, track, and manage contractual documentation, including versions, approvals, signatures, renewal dates, and obligations
· Ensure contract documentation is complete, accessible, and audit‑ready at all times
· Support the creation, maintenance, and administration of standard contract templates and clause libraries, ensuring consistency and efficiency.
	· Documentation filing systems in place
· Repository of contracts complete 
· 100% of contracts processed through the approved contract management workflow




	2. Legal Operations & Contract Support
· Support the management of all contracts by: 
· Conducting initial reviews using approved templates and playbooks
· Identifying deviations, risks, or missing information and escalating to the Head of Legal
· Evaluate supplier terms and conditions against Lloyds Clinical standards to highlight issues for legal review
· Coordinate contract amendments, change tracking, and approvals
· Support due diligence activities by gathering, organising, and tracking required documentation
· Manage the legal inbox, triaging requests and ensuring responses are provided within agreed service levels
	· Contracts are correctly recorded on the system
· Legal inbox triaged and acknowledged within agreed service levels
· Consistent positive feedback from internal stakeholders on clarity and responsiveness of legal processes


	3. Stakeholder and Governance Support
· Work closely with internal stakeholders (e.g. Finance, Procurement, Operations, Health & Safety) to ensure a consistent and compliant contracting approach
· Attend relevant internal meetings (e.g. governance or committee meetings) to understand legal support requirements and coordinate follow up actions
· Ensure legal briefing and intake forms are completed accurately and contain sufficient information for legal review
· Act as a first point of contact for process-related legal queries, directing complex matters to the Head of Legal
	· Increased utilisation of standard templates and reduced contract deviations
· Effective and timely escalation of identified risks to the Head of Legal


	4. Knowledge, Enablement & Continuous Improvement
· Develop and maintain legal playbooks, guidance notes, and process documentation to support business understanding and self service where appropriate
· Support business training initiatives by preparing materials related to contracting processes and legal workflows
· Conduct legal research on relevant legislation, regulatory developments, and case law, preparing clear and factual summaries for internal use
· Identify opportunities to improve legal processes, systems, and documentation efficiency

	· Legal playbooks and guidance produced for priority contract types
· Demonstrable improvements to contract visibility, process efficiency, or documentation quality over time


	Enablers to the Role (Skills, Knowledge, Experience)

	Essential Skills
Legal knowledge – preferably contract law and data protection
Organisational skills – document management, system creation
Attention to detail
· Experience in a legal administration, legal operations, contracts administration, or commercial support role for a minimum of 2 years 
· Experience in a commercial or regulated environment 
· Working knowledge of contract management and legal documentation processes
· Strong organisational and document management skills, including system and workflow management
· High attention to detail and accuracy
· Excellent written and verbal communication skills
· Ability to analyse information, identify issues, and escalate appropriately
· Strong sense of ethics, confidentiality, and professional integrity
· Ability to work autonomously, prioritise effectively, and manage deadlines
· Collaborative mindset with a strong internal customer/service focus


Desirable
· Exposure to contract law, data protection, or compliance frameworks
· Law degree or legal studies qualification



















The Key Performance Indicators (KIPs) that the Finance team are accountable for, are as follows:
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