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JOB DESCRIPTION

	JOB TITLE
Costs Executive/Fee Earner 

	DEPARTMENT
Personal Injury
	DATE
January 2022

	RESPONSIBLE TO:
Department Head

	RESPONSIBLE FOR:

	PURPOSE OF JOB

· To provide costs draftsperson services to the PI Department and across the Company.


	DUTIES

Costs
· To prepare bill of costs for detailed assessment

· To prepare cost claims for submission to opposing solicitor and the Courts

· To undertake negotiations

· To prepare Statement of Costs for summary assessment 
· To prepare and costs budgets

· To prepare Points of Dispute and Replies

· To prepare  applications for interim Costs Certificates and preparing hearing bundles for Detailed Assessment

· To represent the Claimant at hearings for Assessment of costs or Costs budget hearings (where such representation is within the ability of the Individual)

· To seek assistance from the department head/colleagues in respect of unusual or difficult problems arising on cases.
Financial
· To seek to maximise chargeable hours.
· To adhere to the Company’s Financial Management and Invoicing/Credit Control policies.
· To liaise with the Finance Department and Debt Recovery Department as necessary.

· To assist in maintaining the legal aid clinical negligence franchise

· To negotiate payment terms and standard terms of business with experts
IT


· To make the most effective use of the:-

· OMS, Audio/Digital Dictation and Voicemail systems

· Email system

· Internet and Intranet.

· To use the Outlook calendar for effective diary management.
· To use Costmaster for the creation and manipulation of bills and costs budgets.
Business Development
· To assist in the business development of the catastrophic injury and clinical negligence team as required

Strategy Development
· To assist in the strategic development of the catastrophic injury and clinical negligence team as required
General
· To make appropriate recommendations for service improvement.

· To attend and represent the department at meetings, as required.

· To undertake any other appropriate duties as may be required.

· To attend relevant training opportunities to ensure achievement of annual CPD requirements (if required).

· To co-operate with and take part in all Company policies and procedures 
This job description will be reviewed annually in consultation with the post holder





