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JOB DESCRIPTION – LEGAL SECRETARY/ASSISTANT 

 

Reporting to the Practice Support Manager, the duties are:- 

1. Word processing/typing and associated procedures (e.g. photocopying/scanning) on 
behalf of any of the firm’s fee-earners as and when reasonably required. 

2. Sorting incoming post on a daily basis, including collation with the appropriate files, for 
consideration by fee-earners. 

3. Telephone and personal contact with clients and others when required. 

4. Making and accurately diarising appointments. 

5. Filing as and when required in order to ensure that files are up to date, in chronological 
order and easily accessible at all times. 

6. Organisation and maintenance of electronic files and a commitment to less paper 
working.  

7. Liaison with fee-earners to ensure that appointments and key dates are observed and 
matters brought forward for review at regular intervals. 

8. Assistance when required in general administrative tasks. 

9. General care of work station and equipment (e.g. computer terminal, audio equipment). 

10. Attendance at, and participation in, meetings as and when reasonably required. 

11. Assistance and support to fee-earners in time recording and billing. 

12. To liaise closely and appropriately with, and to be considerate to, the Partners and all 
other staff, remembering at all times that co-operation between all is fundamental to a 
successful and enjoyable working environment. 

As a Secretary within the firm you must have the necessary personal qualities to ensure that 
you can carry out the duties outlined above. No specific academic qualifications are a 
necessary pre-requisite, but you must be a good and accurate typist, and be confident in 
working on a computer system. You must have a good telephone manner, and be committed 
to high administrative standards. You must be committed to the aims and principles of the 
firm as set out in the Office Manual.  

A range of personal qualities/skills are required, including the following:- 

1. An empathy for, and understanding of, the problems faced by our clients. 

2. An ability to identify problems and then attainable solutions. 

3. An ability to think clearly and logically, and to articulate your views. 

4. An ability to work under pressure, and to respond to crises. 

5. An acceptance of the need to work outside normal office hours as and when 
occasionally required. 

6. An ability to work both within a team and on your own initiative. 

7. An ability to manage your work load efficiently, competently and cost-effectively. 

8. Honesty, tolerance, common sense, energy and a sense of humour. 


