JOB DESCRIPTION
	Job Title: Administration Assistant
Reporting To:  Jeremy Johnson – HOD Commercial Conveyancing 
Responsible for: N/A
Department: Commercial Conveyancing 
	Date: February 2016
Location: Clifton Office


	Job Summary:
 To support the Commercial Conveyancing department with administration tasks and to work closely with the support staff.

	Key Responsibilities:
· Opening Files 

· Filing the paperwork generated by fee-earners
· Making phone calls to carry out enquiries on behalf of fee-earners and to arrange meetings
· Preparing outgoing correspondence 
· Photocopying and preparing bundles of documents to be sent out with contract packages
· Preparing files for closure
· Booking courses for fee earners

· Scheduling deeds

· Amending letters and legal documents

· Assisting Paralegals/Fee Earners with legal research
· Dealing with disbursements
· Fire Marshall if required
· First Aider if required
· Data entry within excel spreadsheets

· Other admin related tasks that occur during busy times in the department 

· Any other reasonable duties as directed by your manager


	Signed by Job Holder: (Print Name) ……………………………………….

                                        Signed: …………………………………………….

                                        Date: ………………………………………………..

 


