JOB DESCRIPTION
	Job Title: Will Writer
Reporting To: Angela Thomas – Wills Probate + Trusts
Responsible for: n/a
Department: Wills Probate + Trusts

	Date: October 2015
Location: Horfield and other offices as required


	Job Summary: 
Act as a fee earner preparing suitable Wills and Lasting Powers of Attorney for clients

	Key Responsibilities:
· At all times to exercise high standards of client care in a professional and pleasant manner.
· Interviewing clients, taking instructions, keeping detailed file notes when instructions received and of advice given, attending on clients and other parties

· Maintaining file checklists

· Opening Files and Issuing Client Care letters

· Raising further enquiries of clients as necessary

· Considering, drafting and submitting suitable Wills in accordance with STEP Protocol

· Preparing suitable Lasting Powers of attorney and accompanying forms. Registering Lasting Powers of Attorney on behalf of clients
· Advising clients on progress of matters and completing matters on schedule

· Checking draft documents

· Ensuring formalities for signing documents are complied with
· Checking and closing files

· Arranging storage of original documents

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

· Maintaining an adequate and up to date knowledge of the law and practice

· Notifying a partner/HOD as to any complaints received in respect of work undertaken 

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

· Complying with the Solicitors’ Accounts Rules and the SRA Code of Conduct, STEP Protocol and the Office manual
· Maintaining LEXCEL compliance on all files

· Maintaining 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.

· Attending at all offices of the firm as required and working therein
· Assisting with work for other colleagues if they are out of office due to annual leave, sickness etc. 

· Participate in team, office and departmental meetings

· Participate in marketing initiatives as required

Accounts procedures 
· Obtaining payment on account from clients 
· Preparing Private Client Bills
· 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 
            
· Any other reasonable duties as directed by your manager



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

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

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

 


