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	Section 1: General information  

	Job title: 
	Legal Counsel 

	Department: 
	Legal 

	Reports to: 
	Head of Legal

	Version Control 
	1.0 

	Section 2: PenCarrie’s story and purpose:

	PenCarrie’s story:
With over 30 years’ experience, PenCarrie has built a strong reputation as a leading B2B supplier to the garment decoration industry. Based in Willand, Devon, PenCarrie stocks over 3,500 product lines from over 75 of the industry’s top brands from promotional t-shirts to high specification outdoor wear. With a primary focus on meeting the needs of customers, PenCarrie delivers not just on choice but on customer service, reliability and the values that make it one of the leading companies in the market. We are a family business employing 300 Team PenCarrie members each of whom is as passionate about the business as the next.

PenCarrie’s purpose:
The distribution partner that enables exceptional customer success.

	Section 3: Purpose and responsibilities of the role 

	Main purpose of role: 

To ensure legal compliance across all business operations and provide legal advice to support our business objectives. The role is suited to a junior to mid-level lawyer (0-5 PQE) who will work closely with senior legal colleagues while managing a range of matters with an appropriate degree of autonomy. 

Main responsibilities:

1. Contracts and Agreements Review: Support business stakeholders, where appropriate under the supervision of the Head of Legal, to review, draft, and negotiate contracts and agreements with suppliers, customers, partners and other third parties and to safeguard the company's interests, ensure compliance with legal requirements and company policies in addition to ensuring alignment with the company’s commercial objectives and risk appetite.
2. New business support: provide legal support on new business opportunities, escalating complex or high-risk matters as appropriate. 
3. Contract Database Management: Maintain and update the contracts database to ensure accuracy and accessibility of contract information. 
4. General Insurance Programme Management: Co-ordinate with internal and external stakeholders regarding the company’s general insurance policy renewal and claims management. 
5. Company Secretarial Filings: Support company secretarial duties by liaising with internal and external partners to assist with all company secretarial duties including filings, registrations, and compliance with statutory requirements. 
6. Corporate Governance: support corporate governance activities, including company secretarial and Board governance processes such as matters reserved, committee structures and terms of reference.  Assist with preparing and maintaining accurate Board and committee meeting papers and minutes. 
7. Data Protection Compliance: Ensure ongoing compliance with applicable data protection legislation (including UK GDPR), working in conjunction with the organisation’s broader information governance framework. 
8. General Policy & Governance: Support the maintenance and updating of company policies to ensure compliance with legal & agreed governance standards and assist with governance frameworks for policy communication and adherence. 
9. Regulatory Affairs: Monitor regulatory developments relevant to the organisation's industry and support compliance activities, including new Own Brand goods and the relevant consumer protection legislation, escalating issues where appropriate.
10. Intellectual Property Protection: Support the protection of the organisation's intellectual property rights including trademarks and branding matters, by assisting with registrations, portfolio management and liaison with external advisers as required.
11. Ad-hoc Activities: Undertake various appropriate tasks as required by the business.


	Section 4: Person specification:

	Knowledge, skills and experience required:

Essential 
· Qualified Solicitor with at least 2+ years post-qualification experience in a corporate, commercial or private practice legal environment.
· Proven track record in contract negotiation and management. 
· Excellent analytical and problem-solving skills with attention to detail. 
· Ability to work autonomously and manage multiple priorities effectively. 
· Strong interpersonal and communication skills, with the ability to influence stakeholders at all levels. 
Desirable 
· Previous in-house legal experience desirable but not essential. 
· Experience in similar type of sales and distribution business.


	PenCarrie Values:

	We’re dedicated to customer success 
· Every one of us can make a difference to our customers’ experience 
· We actively look for ways to help our customers succeed 
· Our customers are considered in every decision we make 
We build strong and respectful relationships 
· We create a kind, safe and inclusive workplace where everyone feels they can thrive 
· We collaborate to find solutions and build ideas 
· We build trust in each other 
· We’re prepared to have the difficult conversations, giving and receiving feedback
We look forward and embrace change 
· We’re bold, brave and inspirational 
· We look up, look out and look forward 
· We anticipate and embrace change 



	[image: ]We’re proud of everything we do 
· We strive to improve in everything we do 
· We celebrate our achievements 
· We all have a voice 
· We know our priorities and implement with conviction and pace 
We grow responsibly 
· We use our resources wisely 
· We’re clear and transparent in our communications to all our stakeholders 
· We’re committed to reducing our environmental impact 
· We give back to our communities 

	Section 5: Job description prepared by 

	Job title: Head of Legal
Date: May 2026 
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