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Role Profile for: Legal Secretary
Department: Disputes and Corporate & Commercial
Location: Bath
Purpose of Job:
This is a blended administrative role supporting the Disputes team as well as the Corporate & Commercial team.  The split is approximately 75% (Disputes) and 25% (Corporate & Commercial)

You will have a diverse workload working closely with both teams.  This will include providing high quality support including diarising and organising meetings, maintaining records, drafting of letters and legal documents including preparing bundles for court hearings using Bundledocs. 

Importantly, you’ll be a main point of contact in the Bath office for both teams and therefore be a confident communicator both verbally and written, ensuring queries are dealt with professionally and efficiently.
This is very much an assisting role and as such the incumbent will be expected to work using their own initiative and will be pro-active in presenting solutions along with any issues.  You will be required to undertake an initial quality check of all work produced before passing it on to fee earner and continually strive for zero errors. 
There may be the opportunity to develop and undertake some basic fee earning tasks in the Disputes team. 
We have a commitment to delivering exemplary client service – we don’t just say that, we mean it. So you will have the skills to understand and work with a diverse range & type of client. You’ll be able to guide them through the process, get the job done, and of course ensure we exceed their expectations.

You should be organised, personable, and thorough and have excellent communication skills. Strong IT skills are also a must and previous use of SOS case management system and Bundledocs would be an advantage.

Elements to the Role
· Administration tasks such as taking new enquiries, opening files, undertaking conflict and money laundering checks; ensuring electronic filing system is maintained on each matter and documents labelled accurately; managing the electronic database to keep up-to-date and accurate; preparing files for closing and archiving; invoicing and delivery of bills on a monthly basis and drafting letters
· Ensure that both teams are supported from an administrative perspective to include team expenses, coordinating client meetings and travel arrangements as appropriate, organising team meetings and taking minutes as appropriate, managing the post in and out and general printing and scanning jobs
· Be responsible for the input of all critical dates in the fee earner’s diary and ensuring that these are complied with and removed or updated as necessary
· To communicate effectively with clients and colleagues to ensure that information provided to clients and others is accurate and up-to-date.

· Work in accordance with detailed procedures and quality standards contained in the office manual

· Carry out duties in a professional and timely manner, complying with relevant professional standards and any requirement set by relevant regulators including the Solicitors Regulation Authority (SRA)

· Develop and maintain the competencies necessary to provide a proper standard of service to clients and maintain a record of professional development

· Comply with internal procedures and systems of the firm including file and case management, file audits, client due diligence and time recording.  Adhere to and promote the firm’s equality and diversity policy

· Build strong working relationships with colleagues, sharing information and best practice 

Person Specification:
· Experience in a legal secretary/assistant role
· Effective prioritisation with the ability to meet deadlines and manage time effectively

· Able to develop positive relationships with colleagues and manage client expectations

· Knowledge and understanding of the SRA Code of Conduct and other relevant regulatory requirements

· Able to work on own initiative and as part of a team

· Effective oral and written communication skills

· IT skills commensurate with the role 
