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Job Description
Job Title 
: 
Secretary 
Date
:
19 January 2012
Department
:  
Court – Family Law 
Responsible to 
:
Head of Unit
Job Purpose

To provide typing and administrative support to the partners and fee earners in Family Law Unit 
Key Secretarial Responsibilities
· Type digitally dictated and other documents with accuracy and attention to detail, meeting all reasonable deadlines.
· Organise and manage the partner's and senior team members' diaries, making appointments, booking meetings etc.
· Deal with client enquiries on an occasional basis, taking messages or redirecting as necessary.
· Handle all photocopying as necessary.
· Ensure outgoing mail is despatched in good time.
· To work with a minimum of supervision.
· Carry out designated administrative tasks based on a broad understanding of relevant policies or operational requirements.
· Ensure all new matter forms are completed and actioned in good time.
· Develop a basic awareness of business issues in which the partners/fee earners are involved.
· Ensure LawSoft filing and information systems are maintained to a high standard in line with office procedures.
· Adhere to stated policies relating to health and safety, quality management, risk and compliance and other internal procedures.
· Contribute to the effectiveness of both the department and the firm, e.g. assisting other departments with digital dictation.
· Establish and maintain effective working relationships with colleagues, supervisors and clients.
· Adhere to Blackadders policies and procedures and Law Society of Scotland Regulations, including Money Laundering, Client Charter etc. 

· To ensure that Safe Working Practices are adhered to, in accordance with Health and Safety Legislation and Blackadders LLP.

.
Other Duties

There may be the requirement to perform duties other than those given in the job description for the post.   The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed. 
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