

CHARLES LUCAS & MARSHALL

Job Description 

Job Title:

Secretary Litigation Team- Part Time
Job Holder:
    
TBC
Team:

Litigation

Hours of Work:

9.30-2.30pm Monday to Friday with half an hour for lunch (22.5 hours)
Reporting to:

Lyn Ellins on a day to day basis and Michael Berrett as Head of Team
This position is at the Swindon Office of Charles Lucas & Marshall at Eastcott House, 4 High Street, Swindon, Wiltshire SN1 3EP. 

Duties

1. Audio-typing using digital dictation system, of correspondence and legal documents using precedents relating to Litigation- Family Law.
2. Dealing with prospective and current client queries.

3. Supervising the preparation of Court Bundles.

4. Working as a team member and helping with others workloads as demands require.

5. Diary management.

6. File Management- ensuring filing of documents is kept up to date and in order, dealing with file closures promptly and efficiently.

7. Such other duties as may reasonably be required. 

Qualifications/knowledge skills, attitude and experience required:

The successful applicant will have 

1. Previous legal experience essential. Preferably previous legal secretarial experience in litigation work.

2. Excellent organisational skills.

3. Accurate and fast audio typing skills obtained either through experience or qualification.

4. An in-depth knowledge of Word and Windows. Experience of Outlook and Excel is desirable.

5. The ability to produce well-presented documents and correspondence, with an eye for detail.

6. An ability to work to deadlines in a fast paced environment.

7. An excellent telephone manner; being efficient and well-spoken.

8. A kind and understanding manner when dealing with clients. Discretion and sensitivity are important attributes.

9. Willingness to learn new skills and to devote attention to detail.

10. Ability to work as part of a team and to demonstrate flexibility, common-sense and initiative.

11. Commitment to the principles of the solicitors’ profession, in particular preservation of complete confidentiality regarding all clients of Charles Lucas & Marshall.

It is this firm's practice to periodically examine and update job descriptions and to update to ensure that they relate to the job as then being performed. Accordingly, the firm reserves the right to require changes to your job description from time to time after consultation with you.

Agreed by_________________________

Dated_________________
_________________________________
Dated ________________
Agreed by Lyn Ellins on behalf of Charles Lucas & Marshall
