Paralegal Vacancy

Minton Morrill Solicitors have an excellent opportunity for a paralegal to join our busy, city centre office.  The vacancy is for a paralegal and consideration may be given to transferring this role into a training contract.

The work of the Practice is divided amongst the following departments:  Clinical Negligence, Civil Liberties (Inquests/Actions against Police), Court of Protection and Social Welfare (Public Law/Housing/Community Care).

The successful candidate will be primarily assigned to the Civil Liberties Department and may be required to provide ad-hoc support to other departments as required.

The post will involve providing support to busy litigation teams, preparing cases attending hearings, taking instructions from clients and attending at Court with Counsel.
KEY TASKS/RESPONSIBILITIES

Maintenance/progress of own caseload:

· Review of incoming post

· Necessary follow up action to progress matters

· Attendance on clients in the office and at Court (where appropriate)

· File and financial management of cases in line with Legal Aid Agency, Lexcel, SRA and internal practice management standards

· Adequate monitoring of progress on cases

· Managing client expectations

· Legal research

Team membership:

· General supervision, coaching and mentoring of junior members of staff

· Contribution to identifying training needs of others where appropriate
· Contribution toward the further development of the department, including provision of editorial for local publications, making presentations, etc.

· Maintenance of post opening rota

Provision of cover for other team members during absence:

· Reviewing incoming post/checking and signing outgoing post

· Necessary action to progress cases

· Any necessary attendances upon clients/at Court

Provision of cover for other team members as appropriate.

PERSON SPECIFICATION

Qualifications:

· LLB

· Applications will be considered from candidates completing the PgDL/LPC part-time

Technical skills:

· Intermediate PC skills essential

Personal skills:

· Ability to liaise effectively with clients

· Flexible approach

· Ability to work to strict deadlines without compromising quality of service
Salary:
Range £16,000-£17,000 per annum (FT position)

Fixed term contract.
To apply, please send your CV and covering email outlining career aspirations to Gemma Vine, Head of Civil Liberties on Gemma.Vine@mintonmorrill.co.uk. 

Closing date for applications: 31 July 2018
Contact/interview Dates TBC
