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Legal Secretary 
Job Description

Reporting to:  Supervising Solicitor
Role
The prime role of the Legal Secretary is to provide enhanced support to his/her Principal to enable them to operate at optimum efficiency.  This will include, but will not be limited to, the main responsibilities given below.

The Legal Secretary is expected to use a high degree of self-management and initiative and to maintain a high level of confidentiality.
Main Responsibilities
1. To be the main point of contact for clients in the absence of his/her Principal.
2. To build relationships with clients and internal contacts on behalf of the team.
3. To attend clients/contacts in person and on the telephone and to provide such support in a professional and friendly manner in keeping with the Firm’s standards for client care.

4. To maintain relevant client information including rates, billing procedures and keeping the team members informed.

5. To request billing guides and draft bills and deal with interim billing as appropriate.

6. To arrange meetings, seminars etc where applicable and to take minutes.
7. To prepare correspondence and legal documents through audio typing and word processing and to ensure a high quality of the documents, faxes and photocopies 
8. To open and close files.

9. To prepare mail and enclosures for despatch.

10. To maintain and update the filing systems.

11. To answer the telephones promptly, taking messages and following up where necessary.

12. Controlling the diaries, organising to do lists and flag up issues needing attention.
13. Completing and submitting timesheets on time.

14. To use initiative to progress files within the limits of his/her own ability.
15. To provide guidance to trainee and temporary secretaries when required to do so.

16. To undertake any specific training when required to do so and overall to have a responsibility towards self-development.
17. To undertake departmental systems administration and third party reporting.

(The job description covers the current range of duties and will be reviewed from time to time.  Bridge McFarland reserves the right to change the job description if business requires it)

Person Specification

Essential Skills

· Have a high level of confidentiality.
· Have an in depth understanding of the legal secretary role and administration process within the profession 
· Competent audio typing ability
· Excellent IT Skills with working knowledge of all MS applications especially Word
· Have excellent organisational and communication skills
· Be able to organise, influence and monitor the allocation of work amongst the team (in a co-ordinating role)
· A minimum of 2 years experience in a law firm or within a similar environment.
Desirable Skills

· Typing qualification - RSA level 2 or equivalent
Personal Attributes

· Be reliable and diligent, with good attention to detail.
· Self motivation to work independently and as part of a team with a ‘can do’ attitude

· Good interpersonal skills

· A positive approach to working under pressure in a busy environment

· Methodical approach to tasks and problem solving
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