JOB DESCRIPTION

Job Title
Paralegal/Secretary -  Family
Responsible to           
Departmental Head              

Purpose of the Post

To support and assist fee-earners within the Family Department.
Key Responsibilities

· Undertaking legal research;
· Reviewing and drafting basic legal documents and correspondence;
· Document management;

· Reviewing legal files and documentation;
· Carrying out due diligence work and assisting with disclosures;
· Preparation of trial paperwork and bundles;
· Assisting with witness statements;
· Taking attendance notes;
· Assisting and where appropriate attending hearings;
· Attending client meetings and participating in conference calls where appropriate;
· Communication with clients and keeping them up-to-date;
· Dealing with post settlement work;
· Providing general administrative support to fee earners as required;
· Assisting with Business Development initiatives;
· Supervise work experience students.
In addition and where required, to provide secretarial support maintaining the highest standards of accuracy and presentation to ensure a first class service is provided to our clients

Key Responsibilities

· Audio and copy typing of correspondence and documents on a day to day basis following layout of standard documents and house style as revised from time to time, utilising precedents as appropriate, and compliant with the firm’s case management system.

· Telephone/personal contact with clients and other persons as required.

· Maintenance of fee earner diary on a daily basis.

· Maintenance and updating of the filing system.

· Ensuring all outgoing mail is dispatched with appropriate enclosures for processing by Post Room staff.

· Opening and closing of files.

· Preparation of bills as instructed by the fee earner and liaising with accounts team.

· To be available to support fee earners on any other administrative tasks as and when required.

· Carrying out miscellaneous secretarial duties including photocopying as required from time to time.

· To apply the firm’s approved procedures and systems in all their respects.

· To promote and maintain sound relationships with colleagues throughout the firm.

· Managing miscellaneous enquiries from potential clients and able to direct them effectively to the appropriate fee earner.

The post holder may be required to undertake other duties, which are broadly in line with the above responsibilities.

