PERSON SPECIFICATION
Job Title: Legal Assistant – Residential Conveyancing

Reporting to: Rebecca Browne, Associate Chartered Legal Executive

Date: March 2016
	
	ESSENTIAL
	
	DESIRABLE
	

	Knowledge and Experience 


	Previous secretarial experience within the legal sector
Experience of dealing with demanding clients

Able to work to deadlines 

Experience of working in a fast paced environment 

Copy and audio typing

Experience of working as part of a team, having the flexibility to work for more than one FE when required
	
	Experience of Residential Conveyancing

	

	
	
	
	
	

	Qualifications


	GCSE (or equivalent) in English

	
	GCSE (or equivalent) in Maths
	

	
	
	
	
	

	Skills & Competencies

· Team Orientation


	Ability to motivate oneself
Enjoys working as part of a team, helps and supports others

Ability to use own initiative 
	
	
	

	· Communication
	Ability to convey information accurately and make self be understood
Can communicate effectively with people at all levels


	
	
	

	· People Management


	Ability to prioritise own workload using a systematic approach

Able to be fully productive without being prompted and produces good quality work within own abilities

Ability to balance tasks, structure own workload to make best use of time and resources, delivers to deadline


	
	
	

	· Customer Focus
	Listens carefully to client’s situation and needs, asks relevant questions and records correctly
Has full understanding of the range of responses and actions available, ensures any commitments made are accurately recorded


	
	
	

	· Results-orientation


	Ability to work calmly and maintain a disciplined approach to the task under the pressure of deadlines and/or changing objectives

	
	
	

	· Problem-solving
	Able to identify recurring problems within own area of work and take appropriate action.
Ability to use own initiative in making sound decisions


	
	
	

	Special Circumstances

i.e.  Shift Work
      Hours of Work

      Weekend Work

      Extensive travel

	Monday to Friday

9am to 5.15pm (one hour unpaid lunch break)

Based at the Bedminster Office
	
	
	

	
	
	
	
	


