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Assistant to Managing Partner

Location: Leamington Office

Alsters Kelley LLP are looking to recruit a full-time Assistant to the Managing Partner. This is a very exciting opportunity for the right candidate to make a real difference in one of Warwickshire`s largest Law Firms.

The purpose of the role will be to provide administrative & secretarial support to the Managing Partner.  Key duties will include:

Partner Diary Management

Taking Minutes of Partners/Head of Department Meetings

PI Insurance Renewal/Administration

Practising Certificate Renewals

BUPA/UNUM Renewals

Intranet Updating

Library – Orders, Cancellations & Updates
General Administrative Duties

The role will involve some audio typing and shorthand skills would be a distinct advantage.  The successful candidate will have previous secretarial experience at senior level, having supported a partner or team and be competent in the use of Word, Excel and Outlook.  Must have a flexible approach and enjoy working under pressure with a good sense of humour.
The successful candidate will be required to travel to our other offices in Coventry and Nuneaton to take minutes of meetings, from time to time.

If you are interested in applying for this role, please email sushila.jones@alsterskelley.com with a covering letter and CV or download and submit our Application Form.
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