
	Route
	Legal, Finance and Accounting
	
	T Level
	Legal Services



Providing students with meaningful industry placement experiences is a vital part of building employability skills and provides responsibilities linked to their T Level course. 
This Typical Tasks Checklist will help you as an employer engagement colleague to work with employers to see how they can support students and identify the types of projects and tasks that a student can get involved with. 
The employer may be able to offer some or all these opportunities to students. Completing the checklist will aid your discussions and help you to plan and reach decisions.

	Link to the T Level outline content 
https://skillsengland.education.gov.uk/media/4616/final_legal_services_tlevel_outlinecontent_oct2020_itt.pdf 







	Employability Skills
	How might we do this?
	Opportunities
Y / N / maybe

	Communication skills
the ability to express or explain themselves clearly and effectively in different situations, such as speaking, writing, listening, and presenting. 
	An employer or supervisor can help young workers understand what is expected of them in terms of communication by providing opportunities and feedback. 
Real business examples that demonstrate how to communicate effectively in different situations, the purpose, audience, tone, format, style of messages, and the channel of communication are helpful. This could be through writing an email, making a phone call, giving a presentation, or participating in a meeting. 
	

	Teamwork skills
the ability to collaborate and cooperate with others, such as sharing ideas, giving, and receiving feedback, resolving conflicts, and supporting group / organisational goals. 
	Teamwork skills are essential transferable skills for young people to learn, as they work with others in a group or project and contribute to common goal. 
Employers can support this by helping students understand their roles and responsibilities within the team, and how they fit into the organisation's bigger picture. 
Employers can also encourage students to participate actively in team meetings and discussions, and to listen to and respect different perspectives and opinions.
	

	Problem-solving skills
the ability to identify, analyse, and solve problems using creative and critical thinking, such as defining the problem, generating alternatives, evaluating options, and implementing solutions.
	An employer can help young workers to develop their problem-solving skills by encouraging them to think critically and analytically about issues in the workplace, to ask relevant questions and gather related information. 
An employer can also help young workers use various tools and methods to analyse and interpret data, such as charts, graphs, statistics, or logic models. 
	

	Self-management skills
the ability to plan, organise, and prioritise one's own work, such as setting goals, managing time, meeting deadlines, and being resilient. 
	Providing clear and constructive feedback is essential for learning and improvement. It helps young workers identify their strengths and areas for development and guides them on how to improve their performance and skills. 
Setting clear and reinforcing realistic expectations will help. The learning provider will be on hand to support or advise with this.
	

	Learning skills
the ability to acquire and apply new knowledge and skills in a non-educational setting, such as seeking feedback, reflecting on one's own performance, and adapting to changing situations and expectations. 
	Offering training and mentoring opportunities can help young workers gain new knowledge and skills, as well as learn from the experience and advice of more senior or experienced colleagues or experts. 
A work culture that values learning and respects diversity, encourages collaboration and communication, and fosters trust and mutual support can help young workers feel more confident and comfortable in expressing their ideas, opinions, and concerns, and in seeking and offering help when needed.
	

	Digital skills
the ability to use and understand various digital tools and technologies used in the business context, such as computers, software, internet, social media, and online platforms.
	Using digital tools and technologies can help young workers enhance their productivity and efficiency, as well as their ability to communicate and collaborate with others, and to effectively use information and resources in a workplace context often for the first time. 
Employers should think about how they can provide training and support on how to use relevant software and tools successfully and responsibly. 
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	T Level Core Skills
LEGAL SERVICES
	Opportunities
Y / N / Maybe
	
	Occupational Specialism
LEGAL SERVICES ASSISTANT: BUSINESS, FINANCE AND EMPLOYMENT
	Opportunities
Y / N / Maybe


	Project & change management: planning tasks or workflows (e.g. file preparation, legal process steps), managing deadlines and resources, adapting to changes in case status or priorities to meet client or firm needs.

	
	
	Supporting client intake by helping collect basic business or employment details, checking client identity and file documentation, updating the case‑management system, and alerting a supervisor to missing or inconsistent information.
	

	Research and analysis: sourcing and reviewing relevant information (statutes, case law, data), analysing findings, checking reliability, and summarising key points for colleagues or clients.

	
	
	Monitoring the progression of a legal matter by tracking key milestones (e.g., filings, responses, deadlines), updating status logs, liaising with internal teams or external advisers, and notifying stakeholders of upcoming actions.
	

	Communication: using a range of communication methods (emails, formal letters, face‑to‑face briefings) and adapting tone and professional content for internal teams, clients or external stakeholders.

	
	
	Researching company, employment or insolvency law by using reliable online databases or official registers, extracting relevant facts, summarising key points in a written brief and delivering a short verbal summary to a colleague.
	

	Working collaboratively with others e.g., to develop solutions, to develop feedback skills, engage with stakeholders to identify their needs or expectations.

	
	
	Assisting in preparing written research notes by reviewing statutes, case law or regulatory guidance, organising findings under headings (fact, law, application), and helping produce a slide or memo that explains how they apply in context
	

	Ethical awareness & professionalism: recognising legal ethical requirements, maintaining confidentiality, understanding client rights and responsibilities, and behaving appropriately in professional settings.
	
	
	Preparing draft letters or emails to a client or third party, using approved templates, filling in appropriate details (e.g., names, dates, facts), ensuring professional tone, and submitting to a senior for review and sign‑off.
	

	Undertaking research e.g., interrogating, analysing, and reporting on business data; create a briefing document for colleagues / supervisor to assist them in formulating specific advice.
	
	
	Assisting in the drafting of a standard legal form (e.g., employment contract amendment, business registration form) by inserting correct fields, checking consistency of dates and names, and highlighting any areas where the template needs customisation.
	


Space for notes / reminders re: ideas for tasks, resources, or queries

Notes



	T Level Core Skills
LEGAL SERVICES
	Opportunities
Y / N / Maybe

	
	Occupational Specialism
LEGAL SERVICES ASSISTANT: CRIME, CRIMINAL JUSTICE AND SOCIAL WELFARE
	Opportunities
Y / N / Maybe


	Project & change management: planning tasks or workflows (e.g. file preparation, legal process steps), managing deadlines and resources, adapting to changes in case status or priorities to meet client or firm needs.

	
	
	Supporting client first‑interview preparation by gathering relevant offence or welfare background information, summarising initial facts, checking legal aid eligibility or referral options, and preparing a short briefing sheet for the caseworker.
	

	Research and analysis: sourcing and reviewing relevant information (statutes, case law, data), analysing findings, checking reliability, and summarising key points for colleagues or clients.

	
	
	Tracking case progression by monitoring court dates, bail conditions or welfare deadlines, updating the system with outcomes, coordinating with support agencies or witnesses, and notifying the supervising solicitor of key changes.
	

	Communication: using a range of communication methods (emails, formal letters, face‑to‑face briefings) and adapting tone and professional content for internal teams, clients or external stakeholders.

	
	
	Researching relevant legislation or case precedents (e.g., sentencing guidelines, welfare rights) by using legal databases, extracting key points, creating a one‑page summary, and presenting findings verbally in a team meeting.

	

	Working collaboratively with others e.g., to develop solutions, to develop feedback skills, engage with stakeholders to identify their needs or expectations.

	
	
	Preparing a written briefing for a support worker or client advisor by reviewing official guidance (e.g., housing or debt law), setting out the main rights and options, and converting legal‑language into accessible terms for discussion.
	

	Ethical awareness & professionalism: recognising legal ethical requirements, maintaining confidentiality, understanding client rights and responsibilities, and behaving appropriately in professional settings.
	
	
	Drafting a basic formal notice or referral letter (e.g., to a social welfare agency or court) using a template, inserting case‑specific information, checking spelling and identifiers, and submitting it for supervisor review.
	

	Undertaking research e.g., interrogating, analysing, and reporting on business data; create a briefing document for colleagues / supervisor to assist them in formulating specific advice.
	
	
	Assisting with the creation of a client‑friendly case summary or ‘next steps’ memo following an initial hearing, outlining what was decided, what the client must do, and what the law requires next, then forwarding it to the lead staff member.
	


Space for notes / reminders re: ideas for tasks, resources, or queries
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