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	You must be able to: 

	1. Understand how to build legal case files.

	1.1 Explain the administrative requirements of the different legal areas being administered.
	
	
	

	1.2 Explain the scope and limits of their own responsibilities and authority.
	
	
	

	1.3 Explain the requirements of the duty of confidentiality.
	
	
	

	1.4 Explain how to identify shortfalls in evidence and materials.
	
	
	

	1.5 Explain the features and uses of different interviewing techniques.
	
	
	

	1.6 Explain the use of specialist software for processing legal cases.
	
	
	

	1.7 Explain how to access and use sources of information and evidence.
	
	
	

	1.8 Explain the potential consequences of not meeting deadlines when building a legal case file.
	
	
	

	2. Be able to build case files.

	2.1 Identify gaps in evidence and materials needed.
	
	
	

	2.2 Carry out interviews in accordance with the principles of best practice in communication and interviewing.
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	2.3 Explain the use of specialist software for processing legal cases.
	
	
	

	2.4 Generate correspondence that conforms to the house style and regulatory requirements.
	
	
	

	2.5 Submit cases on time in line with internal and external deadlines.
	
	
	

	2.6 Complete follow-up actions in accordance with the instructions.
	
	
	

	2.7 Adhere to organisational policies and procedures, and legal and ethical requirements when building case files.
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