Mewies Solicitors
Job description/person specification
	Job title:
	Legal Assistant, Family Team

	Reporting to:
	Angela Green, Director, Solicitor, Head of Family department 

	Normal hours of work:
	Monday – Friday 9.00am – 5.15pm with an hour for lunch (36.25 hours per week)  


General description of role
	To provide support and advice to clients of the firm (under supervision), on divorce, finance, children and cohabitation. Training and supervision will be provided to enable them to assist senior fee earners run their caseload. Also to provide support to the family team, helping with administrative and secretarial duties when required, to help facilitate the smooth handling of client matters. The role involves time recording, billing and debt management.  
Being an adaptable team player and able to multi-task are essential. Acting in a confident, professional and responsible manner with compassion towards the practice’s clients.    Confidentiality and punctuality are also essential. An integral member of the practice’s Family team, the person will be friendly and smartly presented, ideally will be self-sufficient in typing with an interest in marketing/networking.  
The role would suit a law graduate or school leaver (“A” level standard) and there is the potential in time to progress a legal career through training.


Key tasks
	1. 
	To assist, under supervision, with the provision of legal advice to clients on Family Law matters including divorce, finance, children and cohabitation.

	2. 
	To undertake legal work in time, with training, with supervision by the other more experienced lawyers in the Family department.

	3. 
	To attend court with Counsel as required regarding family/matrimonial matters and/or other work.

	4. 
	To time record, bill clients and manage debt in accordance with established procedures of the department and practice.

	5. 
	To maintain a diary in Outlook, entering appointments, Court dates, reminder notes and other key dates into the diary where appropriate and ensure deadlines are met.

	6. 
	Liaising with other law firms, authorities, barristers chambers and other third parties.

	7. 
	Filing of correspondence and documents and keeping records up-to-date, ensuring that all files are maintained to the Lexcel standard.

	8. 
	Photocopying documents and correspondence and scanning the same to emails as and when required.

	9. 
	Answering the telephone, assisting with client enquiries both on the telephone and face-to-face and taking messages when required.

	10. 
	Preparing legal documents, correspondence and court forms by audio and copy typing using digital dictation for multiple fee earners at times.

	11. 
	To support the Family team in promoting and developing the Family law department.  An interest in marketing and networking events is a bonus.

	12. 
	To be a team player, assisting with the smooth running of the department.


	13. 
	To carry out additional tasks reasonably delegated by the Directors or Practice Manager.

	14. 
	To be self-sufficient in terms of typing and to prepare and type all own emails, letters and documents.

	15. 
	To comply with the SRA’s Codes of Conduct required by all owners/employees of law firms as below:


Standards required:
	1. 
	Strong IT skills, proficient in the use of Microsoft Word/Outlook

	2. 
	Good keyboard skills including touch typing

	3. 
	Good grammar and spelling


Person specification: 

	1. 
	Professional in all dealings with colleagues, clients and third parties

	2. 
	Friendly, confident manner towards all visitors and colleagues

	3. 
	Smart and presentable – this role involves client contact, both face-to-face and by telephone

	4. 
	Punctual and reliable

	5. 
	Polite and helpful both on the telephone and in person

	6. 
	Discreet - confidentiality is essential


	7. 
	Compassionate, patient and skilled at managing clients’ expectations

	8. 
	Able to multi task and manage his/her workload (both repetitive tasks and ad-hoc) efficiently in order to meet deadlines.

	10.
	Displaying the practice’s core values in all interactions at work, i.e. being:

· Friendly (to deal with)

· Approachable (easy to talk to and get hold of)

· Reliable (in our working practices and relationships)

· Pragmatic (in our problem solving capabilities) with a can-do, common sense attitude.


Adherence to the firm’s rules, policies and procedures as set out in the firm’s Practice Manual is required.  This includes, but is not limited to, observance of the firm’s Client Confidentiality Code, Equality & Diversity Policy, Information Management policies, Telephone Usage Policy and File Retention Policy. 
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