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Job Reference No:  BA/002/12

Person Specification – Legal Secretary, Court/Family Law
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	Characteristics
	Essential/Minimum
	Desirable
	How ascertained?

	Physical Attributes
	Good health record/few absences 
	Excellent health record.
	Previous sickness records

	
	Tidy appearance
	Smart appearance. Creates good impression on others
	Interview

	
	
	
	

	Mental Attributes
	Good general intelligence and verbal ability.

Ability to work accurately.
	Excellent general intelligence, verbal ability and numerical ability.


	Possible use of selection tests

	
	Ability to follow procedures and processes.


	
	Application Form/ interview 

	
	Ability to take instruction and execute tasks
	
	Interview

	
	
	
	

	Education & Qualifications
	Very good standard grade results with particular aptitude for English.
	Excellent secretarial results with particular aptitude for English
	Qualification certificates

	
	
	
	

	Experience, Training & Skills
	One year typing experience - Typing skills training 


	Audio typing experience of Civil Court work including court forms, written pleadings and other court documents.
	Application Form

	
	Ability to work from templates


	
	

	
	Basic administration skills 


	
	

	
	IT skills – ability to use MS office i.e. Word, outlook, internet
	Ability to use legal practise management system and legal document registration 

Familiar with Legal Aid on line application process and other administrative tasks.  


	Application Form/Test/ Interview

	 
	Fluent in English.
	Excellent social skills.
	Interview

	
	
	
	

	Personality
	Mature outlook 
	Mature and socially well adjusted. 


	Interview

	 
	Conscientious 
	
	Interview

	
	Self motivated and flexible attitude.


	
	Interview

	
	Ability to work as part of a small team
	
	Interview


