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JOB DESCRIPTION & PERSON SPECIFICATION

OFFICE MANAGER/LEGAL SECRETARY
Job description

Main duties and responsibilities include the following:

Office management

· Manage all office administration.
· Day to day supervision of other support staff.
· Handle new client enquiries.

· Responsible for new client opening, file closing, file archiving, recalling of files and file destruction procedures.

· Responsible for implementation of office standards, policies, all other procedures and Codes of Conduct.

· Manage contracts and relationships with suppliers.

· Co-ordinate legal support staff resources.

· Monitor and manage the firm’s standards of client care and of client satisfaction.
· Handle client billing queries and client complaints.

· Advertise and market the law firm.
· Assist in the organisation of promotional events.

· Develop the business, generate new clients and more work from existing clients.
· Create PowerPoint presentations.
· Create, amend and maintain Excel spreadsheets, including ones requiring formulae.
· Monitor website usage and develop and update the firm’s website.

· Monitor clients and fee income generation.
· Oversee client database and ensure it is kept fully accurate and up to date.

· Manage and assist the firm’s Accounts Manager with accounting, billing, credit control and debt collection issues.

· Handle recruitment and routine HR issues.

· Ensure health & safety compliance and associated record keeping.

· Responsible for office security.
· Accurate, complete, and timely reporting to the management team.
· Day to day housekeeping.

· Basic on site IT support - changing printer cartridges and dealing with faults (with the assistance of the firm’s external IT consultants).

· Implement a stock control system, monitor stock, purchase stock and update stock supplies throughout the office as required.

· Receive‚ open and put away all deliveries to the office.

· Devise and maintain other office systems.

· Open all incoming post and distribute to team.

· Deal with incoming telephone calls and make outgoing calls.
· Meet and greet visitors to the office.

Legal Secretarial support

· Provide administrative support and assistance to the firm’s fee earners and other support staff, as required.

· Liaise with other members of staff, clients, suppliers and other external contacts as necessary.

· Pass routine messages on to clients and suppliers and handle routine enquiries in from them (by telephone, by e-mail and by letter).

· Type up handwritten, verbally and digitally dictated material into correspondence and documents, the content of which will routinely be of a complex, confidential and/or sensitive nature.

· Draft routine correspondence on own initiative, e.g. client care letters and bill payment letters.

· Proof-read and consider correspondence and documents for typographical errors, meaning, tone and desired reaction/outcome.

· Carry out straightforward calculations, such as for age, statutory redundancy pay, notice and compensatory entitlements.
· Input fee earners’ manual timesheets into Access.

· Print timesheets and reports from Access.

· Monitor and update agreed client fee estimates and fee caps.

· Open, index, maintain, close, archive and recall files.

· Assist with production of hearing bundles, indexing and listing of documents in general.

· Assist with filing.

· Make file notes of all telephone conversations had.

· Make file notes of other significant actions, tasks and occurrences not involving a solicitor.

· Maintain office systems, including fee earners’ diaries and client deadline reminders to ensure timely responses to correspondence received, compliance with limitation periods, attendance at appointments and that client expectations in general are met and a good standard of client care delivered.

· Enter client contact details and maintain client databases.

· Maintain the firm’s precedent database and other office systems.

· Handle original documents securely.

· Book lunches, dinners, meetings and associated travel arrangements.

· Take items to the post office, the bank and other external venues as necessary.
· Collect supplies of stock from Costco, Macro and other suppliers as necessary.
· Participate in administrative team strategies to set up and maintain office policies, procedures and Codes of Conduct.

Person Specification

Essential experience, knowledge and skills
· Educated to a good level.
· Two years’ experience of managing a small team, preferably within the legal sector.

· Three years’ experience as a PA with a City/commercial and/or legal background.

· Advanced Word.

· Intermediate to advanced Excel.
· Excellent copy typing skills of at least 75 wpm.

· Excellent spelling, numeracy and accuracy.

· Highly proficient in the use of Outlook.
· Proficient in the use of PowerPoint.
· Experience of mail merging.
· The holder of a clean driving licence and access to own vehicle.
· A good understanding of confidentiality and the high standards of professionalism and integrity required when working within a professional, law firm environment.
· A resourceful and versatile all-rounder.
· A general willingness to be hands on and help out wherever necessary.
· Excellent telephone manner.
· Excellent organisational skills.

· An excellent eye for detail and proof reading ability.

· Good editing skills.

· Good interpersonal and general communication skills.

· Client and business focused.

· High standards of self-presentation.

· Resourceful.

· The ability to work under pressure.

· The ability to work independently and within a team with other support staff and with fee earners.

· A willingness and ability to work on own initiative as and when required.

· The ability to demonstrate assertiveness where required.

· A high level of initiative, proactivity and self-motivation.

· A flexible approach in responding to changing work demands, whilst still completing tasks within reasonable/necessary timeframes.

· The ability to prioritise and reprioritise work as necessary, as directed by fee earners and by clients, whilst meeting or proactively re-negotiating deadlines.
· Excellent time management.
· The ability to learn new skills quickly.

· The ability to deal effectively with clients, other lawyers, suppliers and the general public.

· The ability to exercise good judgment in evaluating the correct course of action to be taken when dealing with clients, other lawyers, suppliers and the general public.

· The ability to use standard office equipment to a high standard, such as computers, photocopiers, printers, fax machines and digital dictaphones.

Desirable experience, knowledge and skills
· Earlier marketing, business development and/or sales background.

· Shorthand.

· Good audio typing.

· Proficient in the use of Access.
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