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JOB DESCRIPTION
	Job Title: Paralegal – Full Time 
Reporting to: Jeremy Johnson
Responsible for: N/A
Department: Commercial Conveyancing

	Date: January 2016
Location: Clifton office


	Job Summary:

· To provide cost effective administrative and secretarial support to the fee earners within the commercial conveyancing department.

	Key Responsibilities:

Fee earning work 

· Opening files
· At all times to exercise high standards of client care in a professional and pleasant manner.

· Undertake certain elements of fee earning work under supervision. In particular:

· Interviewing clients, receiving and taking instructions, keeping detailed file notes of instructions received and of advice given  and of any other attendances upon clients and other parties. 

· Preparing Contract documentation, obtaining documents from the Land Registry and collating documents to include in the Contract pack

· Order all necessary searches as directed by the Fee Earner 

· Preparation and submission of Stamp Duty Land Transaction Returns 

· Preparation and submission of applications to the Land Registry and to promptly deal with any requisitions raised by the Land Registry

· To report to clients and mortgage lenders with completed registration documentation and deeds as required 

· Deal with routine client enquiries and communications and requests for updates from clients, estate agents, other Solicitors/Licensed Conveyancers and mortgage lenders/brokers

· Maintaining file check lists

· Assisting fee earners with research

· Checking and closing files

· Dealing with email, letter, fax and telephone communications promptly

· Maintaining an adequate and up to date knowledge of the law and practice (with training)
· Checking all draft documents for typos and syntax
· Notifying a partner/HOD as to any complaints received in respect of work undertaken 

· Ensure the confidentiality and security of all of the firm’s and client 
documentation and information.

· Comply with the Solicitors’ Accounts Rules and the SRA and the CML handbook and the Law Society Conveyancing Protocol (with training). 

· Maintain clear and precise communications with other personnel of the firm.

· Ensuring good working relationships with external institutions and organisations.

· Responding promptly and accurately to requests for information concerning case work from Partners, Supervisors and fee-earners.

· Photocopying and faxing documents

· Deeds management

Specifically, the Paralegal may not sign post or give any undertakings on behalf of the firm.  

Secretarial and administrative work
· To assist the secretarial and other support staff as required.  In particular:

· The preparation of Contract documentation and management of documents, including photocopying

· Chasing clients for appropriate evidence of identity documentation and payments on account of costs and disbursements where required and recording these details in SOS

· Sending reminders to non-paying clients in respect of outstanding bills 

· Maintenance of file format in accordance with office manual.  

Accounts procedures 

· Assisting in the preparation of bills and completion statements 
· Obtaining the approval of Accounts of all bills/claims prepared
· Obtaining payment on account from clients 
· Requesting cheques
· Obtaining Partner/HOD signature to cheques
· Assisting with telegraphic transfers as required
· Requesting transfer of money between client and office accounts
· Referring amendments to cheques and bills to Partners for approval and dealing with the formalities for such amendment
· Perusing monthly print-outs and taking the required action including ensuring that all client money is placed on deposit where required and returning any money to clients where required 
· Any other reasonable duties as directed by your manager.

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

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

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




