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	JOB DESCRIPTION

	Job Title: 
	Paralegal

	Department:
	Private Client / Wills and Probate

	Responsible to:  
	Head of Dept

	Responsible for: 
	N/A

	Location: 
	Harding Evans Newport office (with flexibility to work from other HE approved premises if required)


	1. Role/Job Purpose

	· To assist more experienced fee earners in the team by drafting Wills, preparing LPA’s and assisting with estate administration, trusts and Court of Protection Files. 

· To provide support to fee earners with file opening, booking meetings, typing, dealing with client enquiries.

	

	2. Role Requirements 

	· To meet clients and take instructions.
· To provide support to colleagues in the management of their cases as and when required. 

· To ensure all work carried out is appropriately recorded to allow for proper billing.

· To ensure fee earning targets and chargeable hours are met. 

· To ensure all financial control procedures are followed particularly in respect of billing procedures and the collection of monies.

· To draft documents to include Wills and Lasting Powers of Attorney.

· To prepare estate accounts.

· To liaise with organisations to obtain information relevant to trust, estate and Court of Protection administration.

· To assist with administrative tasks 
· To deal with new enquiries.

· To support more senior fee earners and other staff members within the team by ensuring all routine administrative processes are managed along with managing diary commitments.
· To prepare correspondence through audio typing and word processing. 
· To deal with routine post, drafting straightforward replies as appropriate.
· To administer daily filing, opening, closing storage and retrieval of client files in accordance with the procedures contained within the office manual
· Resolving debit or credit balances on files enabling them to be closed, completion of file closure workflow and file closure checklists.
· To ensure protocols are in place to protect the confidentiality of both the firm’s and clients’ documentation and information. 
· To give quotes and manage diaries.
· To take minutes of meetings and circulate as appropriate.
· To prepare mail and enclosures for dispatch.
· To ensure that all necessary photocopying is carried out.
· To attend to clients in person or on the telephone, providing support in a professional and friendly way and ensuring the firm’s standards for client care are maintained. 
· To deal with clients queries whenever possible and referring matters to more senior fee earners as and when necessary.
· To undertake any specific training identified as necessary to update skills or improve performance.  
· To use the firm’s case management system to open cases, manage cases, undertake client, matter and document searches, conflict checks and ID checks.
· Independent completion of standard forms such as Lasting Powers of Attorney, standard notes and 

        standard template letters ensuring attention to detail at all times.




	3. Person Specification  

	Professionally based qualifications, skills and experience

Essential 

· Strong IT skills with the ability to use a range of case management systems.

· Experience of supporting people in the management of their caseloads.

· LPC or degree in law, some other professional qualification or equivalent career experience.

Desirable

· Experience of working in a legal practice.
Personal Skills and qualities

Essential

· Full driving licence and use of own car.
· The ability to think strategically, prioritise and make decisions.
· The ability to communicate effectively with a range of people both inside and outside the organisation including clients, advocates, business associates colleagues and team members in a clear and concise manner.

· The ability to balance competing needs and interests and effectively manage your own time.

· The ability to convey a true understanding of clients’ needs and maintain a high level of client care at all times. 

· The ability to work as a part of a team.
· The ability to assess situations and provide appropriate feedback.
· A flexible approach to work.
· Commitment to hard work.
· An understanding of health and safety issues within the workplace.

· Willingness to or experience in attending marketing events to promote the work of the department and raise profile of the firm.  



This job description reflects the key tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work. In the interests of effective working, the key tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.

