Mewies Solicitors
Job Description & person specification
	Job title:
	Conveyancing Secretary / Assistant

	Hours of work:
	9am – 5.15pm Monday to Friday


General description of role
	To provide general assistance and secretarial support primarily for the Property department but also helping out in other departments as required. 


Key tasks
	1. 
	Producing letters, emails, correspondence and other documents using digital dictation (BigHand), copy typing and precedent documents 

	2. 
	Using and updating the case management system / Opening files on the system

	3. 
	Use of legal forms and precedents

	4. 
	Providing conveyancing quotes to potential new clients by telephone and email, often being the first point of contact with an emphasis on giving a good first impression and ‘selling’ our service

	5. 
	Meeting with clients in person to copy and verify their ID and to undertake AML checks

	6. 
	Making appointments for lawyers with clients and other parties using Outlook

	7. 
	Franking outgoing post

	8. 
	Handling client enquiries when necessary, both in person and on the telephone

	9. 
	Photocopying and filing

	10. 
	Completion of Land Registry forms and use of Land Registry online portal and Infotrack to prepare contract packs and to complete Land Registry applications and to undertake searches

	11. 
	Carrying out administrative tasks as required by fee earners and/or the Practice Manager (all secretaries are occasionally required to assist with covering reception, taking post and carrying out banking)


Standards required
	1. 
	Adherence to the firm’s rules, policies and procedures as set out in the Practice Manual (located) on the intranet.  This includes, but is not limited to, observance of the firm’s Equality & Diversity Policy, ICT Usage Policy, Telephone Usage Policy.  Note that we operate a non-smoking policy on all practice premises.

	2. 
	Observance of the firm’s Client Confidentiality Code – confidentiality with regard to all client information is essential.

	3. 
	A professional, helpful and friendly manner in all dealings with clients and third parties.

	4. 
	Punctuality 

	5. 
	Displaying the firm’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 attitude.


Person specification  
	1. 
	Minimum of 60 wpm touch typing speed

	2. 
	Minimum 3 years’ experience as a professional secretary, ideally as a legal secretary

	3. 
	Experience of typing using digital dictation (preferably BigHand)

	4. 
	Excellent working knowledge of Microsoft Office and Outlook

	5. 
	Friendly and helpful both on the telephone and in person, with clients, colleagues and other third parties

	6. 
	Smart and professional appearance and approach to work.
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