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JOB DESCRIPTION

JOB TITLE: Junior Clerk, Employment, Business and Property, Personal Injury
LOCATION: 9 St John Street Chambers, Manchester

PRIMARY PURPOSE OF THE JOB

Working within the Employment, Business and Property and Personal Injury clerking
teams, you will assist in delivering vital administrative support to our barristers and
clients.

KEY RESPONSIBILITIES AND DUTIES

e Electronic download and storage of documents into Lex (both from Clients and
Counsel)

e Checking court listings

e Generation of CFA documents

e Delivering of documents to Court

e Emailing Diary availability for trial periods

e Creating cases

e Fielding overflow phone calls and taking messages

e Printing, photocopying and posting of documents when required

e Supporting marketing events — assisting with room set up, producing name badges
and attendee lists

e Assisting clerks in covering reception duties in absence of Front of House

GENERAL

To comply with the principles of GDPR in line with Chambers GDPR policy
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SKILLS AND PERSONAL QUALITIES

Standards

Essential

Desirable

Knowledge and
experience

Knowledge and experience of the legal
services market

D

Experience of Chambers administration

D

Skills & Abilities

Excellent communication skills

Manages own workload, the ability to
prioritise effectively and work to deadlines

Strong competence with IT and interest in
technology development in the field

Sound judgment

Personal Integrity

Team player able to work respectfully with
others

m

Commitment to continuous improvement

Attention to Detail

Diplomacy

Flexible and adaptable approach —able to

cope with change and assess priority of tasks
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