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JOB DESCRIPTION AND PERSONAL SPECIFICATION

Position:

Trainee Legal Executive


Reporting to:
Supervisor/Mentor/Department Head


DUTIES:

· Entering, transcribing or dictating letters, documents and files notes in written and/or electronic format.

· Drafting appropriate legal documentation when required to do so.

· Support other fee-earners in the Department with larger transactional work.

· Carry out general administrative duties including filing and photocopying

· Recorded all telephone enquiries accurately and pass these to the appropriate person if required to do so in a timely manner.

· Ensure that all files are kept in a neat and tidy condition.

· Provide information to supervisors, work colleagues or clients by telephone, in person or in writing when required to do so.

· Communicate effectively with clients and work professionals external to the Firm, ensuring that the Firm is always represented in a positive light.

· Develop a working relationship with new and existing clients, ensuring an excellent standard of customer service.

· Conduct regular reviews of all live matters, outstanding bills, work in progress and client balances, ensuring that any concerns are raised with your line manager, supervisor or Head of Department. 
SKILLS & COMPETENCIES:

Time Management:

· Manage time and workload effectively

Communication:
· Ability to communicate well, either face to face, on the telephone or in writing.

· Ensure that all communication is respectful and appropriate to the audience

· Ensure that all written communication is accurate, understandable and grammatically correct. 

· Ability to express thoughts and intentions in a clear and concise manner.  

· Communicate in a professional yet friendly manner
Thinking:

· Ability to use own initiative 

· Ability to problem solve

· Ability to apply theoretical and academic learning to the workplace

· Ability to apply learning opportunities from one situation to another

Computer:

· Computer literate with a good knowledge of Microsoft Office including Word, Outlook, Excel and the internet.
Personality:
· Determined, hardworking and dedicated attitude to work and studies

· Ability to receive feedback in a constructive way


· Able to work independently and as part of a team


· Ability to cope well under pressure


· Demonstrate good organisation skills


· Demonstrate a positive and enthusiastic disposition


· Shows a ‘can do’ approach


· Ability to show a flexible and adaptable attitude to work


· High degree of integrity, commitment and loyalty to the Firm


Relationships with others:

· Obliging and responsive to the needs of the Firm

· Activity encourage a team-working spirit within the office

· Take responsibility for own mistakes learn from them

· Lead by example and promote a positive and happy environment in which to work
DEVELOPMENT IN ROLE:


· Monitor own performance to ensure that necessary improvements are made and to take appropriate action, when required.


· Develop co-operative working relationships with others


· Keep up to date with relevant legislation and practice.


· Ensure that all work is carried out in accordance with the SRA and Law Society Regulations


· Ensure that personal billing and time regarding targets are met

· Seek feedback own performance and actively seek ways in which to develop
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