Conveyancing Technician Apprenticeship Standard

The Occupation

Conveyancing Technicians work under the direct supervision of an Authorised Person, a qualified individual
authorised by an Approved Regulator to carry on reserved legal activities e.g. a Licensed Conveyancer; a Solicitor; a
Fellow of the Chartered Institute of Legal Executives.

The role of a Conveyancing Technician is to support the fee earning activities of a principal Licensed Conveyancer by
working on a brief defined by the supervisor to action legal procedures related to conveyancing transactions. It is an
entry level role into the industry and is suitable for candidates of all ages; including those experienced and new to
the sector with no legal qualifications.

Meeting the competency standard of the apprenticeship will enable the successful apprentice to apply for voluntary
registration in order to carry out conveyancing procedures under the supervision of an Authorised Person.

Job Role

As a qualified Conveyancing Technician your primary responsibility will be to support the Authorised Person in
dealing with legal matters relating to the transfer of ownership of land or property from a seller to a buyer; as well as
legal advice and/or work carried out in connection with any transaction that creates, varies, transfers or discharges a
legal or equitable interest in any real property. You will understand that each property transaction is unique and you
will work closely with clients who are the buyers and sellers of property and often also a lending institution. You will
need to demonstrate that you understand the intent of Regulatory Arrangements, consumer and Lender
requirements and are able to escalate or deal with your day to day tasks accordingly; this will involve managing a
range of standard non-complex conveyancing transactions as a fee earner, and you will do this by:

— working in compliance with the Firm’s policies and procedures and The Regulators Codes of Conduct;
— supporting the Authorised Person with the management of their case load,;

— being competent to manage a small standard non-complex case load.

Achieving the apprenticeship will enable you to build a professional career in property law and work on a standard
range of property and land transactions; qualifying you to carry out work in residential and commercial conveyancing
employment under the direct supervision of an Authorised Person.

Essential Skills

To be able to deal with non-complex Conveyancing transactions candidates will need to demonstrate they have the
foundation knowledge and skills, and are competent to apply these using the values and behaviours of a qualified
Conveyancing Technician. On the successful completion of the Apprenticeship you will:

— be able to provide a recognised professional level of support in a legal office environment;

— be able to use appropriate legal methods to research, request, complete and submit legal forms;

— be able to manage legal files and effectively use client case management and accounting systems;

— be confident to handle and deal with client(s) and third party(s) enquiries;

— be proficient at building professional third party relationships;

— know how to operate effectively in a team contributing to ideas as well as towards business targets.



Conveyancing Technician Apprenticeship Standard

Day-One-Outcomes set the benchmark for performance upon qualification to provide the professional level of
support to an Authorised Person. As a successful Apprentice you will be able to demonstrate the full range of
knowledge, skills, values and behaviours of a qualified Conveyancing Technician, and evidence that you are able to
work using your own initiative on a standard range of Conveyancing services. You will do this by meeting the
requirements of the Day-One-Outcomes contained in this standard, which are;

1. Legal Requirements

a. You will demonstrate foundation knowledge of the principles of Law applicable to conveyancing and
be able to translate using plain English clarification and explanation of standard Legal terms.

b. You will provide examples that demonstrate your awareness of legal and regulatory liabilities with
regards to the client(s) and business and how they relate to satisfactorily discharging obligations
appropriate to your authority.

c. You will have a thorough understanding of the scope of your professional accountability and will
work within this to uphold Regulatory Arrangements and Lender requirements; to support the
provision of satisfactory outcomes on behalf of the client(s) and the business.

2. Professional Conduct

a. Professional ethics — You will provide examples when technical requirements have exceeded the
level of your accountability or knowledge, and demonstrate how you recognised this together with
any actions taken to escalate appropriately.

b. Consumer ethics — You will provide evidence of how you built and maintained client relationships

underpinned by ethical behaviours.

c. Compliance - You will provide examples to demonstrate you have understood Regulatory
Arrangements and Codes of Conduct.

d. Accountability — You will provide evidence of your ability to organise work so that it adheres to
rigorous legal processes and demonstrates your understanding of Professional and regulatory Codes
of Conduct.

3. Professional Behaviours
a. Commercial awareness — You will work with an awareness and knowledge of the market place in

which the business operates demonstrating your ability to work efficiently.
b. Customer service — You will proactively build and effectively maintain internal and external

professional relationships.

c. Problem solving — You will use your own initiative to complete any activities defined in your brief in
an appropriate timescale, demonstrating your ability to manage the client(s) and supervisor(s)
expectations.

d. Critical thinking — you will be able to manage a standard transaction(s) using the appropriate legal
methods to research, develop and formulate actions.

Essential Technical Knowledge - Apprentices will be required to complete recognised CLC academic qualifications
which will be subject to amendment at the Council’s discretion.

Level - Successful Apprentices will hold a formally recognised qualification at Level 4 relevant to their work as a
Conveyancing Technician.

Apprenticeship Duration - Minimum 1 year. Candidates new to the sector with no previous legal qualifications may
take up to 3 years to complete the Apprenticeship. Candidates with previous legal experience may complete the
Apprenticeship within 1 to 2 years.

© Crown copyright 2014
You may re-use this information (not including logos) free of charge in any format or medium, under the terms of the Open Government Licence. Visit www.nationalarchives.gov.uk/doc/open-
government-licence


http://www.nationalarchives.gov.uk/doc/open-government-licence
http://www.nationalarchives.gov.uk/doc/open-government-licence

