Professional Competence Course – Core Modules

Learning Outcomes

	
	Module
	Learning outcomes: by the end of the module trainees will be better able to:
	Minimum

Hours

	1.
	Personal organisation & time management
	a. Balance competing demands arising from handling a number of transactions and/or clients

b. Meet deadlines

c. Models of time recording & billing

d. Types of fee arrangements
	3

	2.
	Practical ethics
	a. Identify and adhere to the rules of professional conduct and ethical requirements in day-to-day practice in relation to:

i. Handling clients’ money

ii. Conflict of interest

iii. Confidentiality

iv. Adequacy of service/negligence issues

b. Understand the function of a risk management policy within a firm

c. Identify how risk management strategies can be applied to the work of a trainee.
	6

	3.
	IT & the legal office
	a. Use IT deemed appropriate in the legal office for particular types of work

b. Understand models of ICT in use in legal practices
	3

	4.
	Client care
	a. Observe and interpret complex legal situations and determine strategy

b. Consider the needs, expectations and social and professional context of the recipient of communication

c. Determine on form of communication to be used (conversation, letter, memo, phone, fax, email) and timing

d. Assess tone, register and structure of own communications

e. Use oral or written discourse appropriate to client, witness(es), other members of the legal profession and members of other professions
	3

	5.
	Financial & commercial awareness
	a. Demonstrate an understanding of basic accounting principles relevant to the practice in which the training is based

b. Demonstrate an understanding of the form and content of the accounts of different trading enterprises

c. Interpret simple accounting information
	3


	
	Module
	Competence standards: trainees will practise the following competences to an appropriate standard:
	Hours

	6.
	Drafting
	a. Draft a well-organised and factually relevant document

b. Ensure that relevant legal and factual issues are addressed in the document

c. Articulate within the document relevant arguments and/or identify options

d. Use the appropriate form/style

e. Demonstrate that appropriate use of precedents have been made

f. Exercise the appropriate standard of care
	5

	7.
	Writing
	a. Consider the needs, expectations and social and professional context of the recipient

b. Prepare correspondence and reports to clients in clear and plain language

c. Assess tone, register and structure of own communications

d. Gather, organise and present evidence in writing
	3

	8.
	Negotiation
	a. Identify & analyse the facts and key legal issues in any dispute

b. Realistically assess the bargaining position of the client and party in dispute

c. Plan appropriate strategies

d. Identify strategy and tactics likely to be used by the other party
	5

	9.
	Interviewing
	a. Assess tone, register and structure of own communications

b. Ascertain the nature of a client’s wishes/problems

c. Identify the legal issues arising from the above

d. Use appropriate questioning skills orally 

e. Confirm instructions

f. Advise clients of proposed plans

g. Gather, organise and present evidence orally

h. Create & maintain a sense of confidence & trust
	5


