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28.06.10
Legal Secretary – Civil Litigation
Location:  Coventry / Leamington Spa offices
We are looking to recruit a full-time Legal Secretary to provide secretarial support to the fee earners within our Civil Litigation department.
The hours of work will be as follows:
3 days per week, 9.00am to 5.30pm working at our Leamington office, 9.00am to 5.30pm.
If you are interested in applying for the above role, please email sushila.jones@alsterskelley.com with a covering letter and CV.
Job Description-
Job Title:

Legal Secretary

Department:

Civil Litigation

Location:

Leamington 
  


  
Reporting to:

Department Head – John Simister

  
Job Summary

· To provide a full range of clerical typing and secretarial support services to the department
· To work in accordance with the Office Manual and Quality System
· To ensure that no information about the Practice, its clients, its finances or its dealings are discussed or shown to any person not authorised by the Partners to receive such information.
· To act at all times in an appropriate way as an employee of a professional Practice
     Main Duties and Responsibilities

· Receive telephone enquiries for appropriate Fee Earners dealing personally with them wherever possible and where legal advice not required.   Where not possible to assist taking messages or transferring calls as appropriate.   Recording all such activities on the appropriate notes and placing on file as appropriate.

· Undertake typing and word processing selecting where appropriate correct current forms, reports and Court documents, assembling all enclosures exhibits and schedules as necessary and retaining file copies of all letters and documents.   Having post ready to be signed regularly and delivered to Post Room by 4.30 pm at the latest.

· Receive clients who call at the office, dealing personally where possible and where legal advice not required, and where not possible taking messages, receiving documents and making appointments as appropriate.

· Collect and collate relevant information for Court documents briefs and other documents.

· Assist with maintenance of Forward Diary, Court Diary, Appointment Diary, Case Manager and time record of own time spent on telephone and personal attendances on client matters and such other records as appropriate.

· Collect and personally process the receipt of cash and cheques by the appropriate procedures, for file and Accounts Department, giving receipts and taking copies.   Raise requisitions for petty cash and cheques processing and recording the transactions as above.   Attend to payment of invoices and application for payments on account by the correct form. Paying disbursements where appropriate.

· Assist in maintaining client files 

· Opening and updating files on the Case Management System, maintain activities in Case to ensure timely compliance with deadlines and required actions.

· Developing the ability to undertake delegated paralegal activities within own competence 

· Any other duties within the scope and spirit of the job objective and job title.

Skills and Experience
· Previous legal experience

· Good general typing skills and an ability to use PC to a versatile level of competence  

· Personal qualities of loyalty and discretion 

· Ability to deal with clients face to face and on the phone

· Excellent time keeping and organisational skills

· Excellent communication skills

· Ability to work on own initiative

· Ability to be a team player

Knowledge required
· A thorough knowledge of legal terms, Court documents and forms and the Practice's standard procedures
· Knowledge of Word, Excel and Outlook essential
· Knowledge of case management system an advantage, although training will be given
Attendance at meetings
· Support staff meetings

· Department meetings 
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