
JOB DESCRIPTION






Harrowells 
	JOB TITLE                 Junior Solicitor or Legal Executive

	DEPARTMENT          LDR 
	DATE  February 2019

	RESPONSIBLE TO:  Head of Department

	RESPONSIBLE FOR: N/A

	PURPOSE OF JOB    To provide legal advice, assistance and representation to clients of Harrowells within the LDR Department

	DUTIES

Legal

· To provide legal advice, assistance and representation to clients in all areas of civil and commercial litigation 
· To have a thorough knowledge of the CPR and funding options at all times
· To be involved in the Firm’s Debt Collection unit
· To assist the partners in the department as necessary
· To field new client enquiries and progress matters either on own or under supervision (as requested)
· To comply with the Firm’s policy and department procedures on the following:

· Taking and confirming instructions

· Client care

· File management

· File organisation

· File review procedure

· Immediate reporting of possible claims or complaints
· To seek assistance from the Head of Department/colleagues in respect of unusual or difficult problems arising on cases
Example area of work anticipated (indicative only):

· Land and property disputes

· Professional negligence

· Wills, inheritance and trust disputes

· Contract and consumer disputes

· Negligence claims

· Company, shareholder and partnership dispites

· Landlord & Tenant

· Neighbour and nuisance disputes
Financial

· To achieve and seek to exceed any time recording targets set by the department

· To invoice and recover the maximum fees possible and achieve any targets set

· To adhere to the Firm’s Financial Management and invoicing/Credit control policies

· To monitor WIP levels, invoice or write off as necessary, and to arrange file closures in a timely fashion

Business Development

· To seek to maximise internal and external referrals

· To carry out such Business Development/Marketing tasks as may be directed by the Head of Department or Marketing Manager from time to time.

General

· To deliver a first class client service

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

· To undertake any other appropriate duties as may be required

· To identify and attend relevant training to ensure achievement of annual CPD requirements in a timely fashion

· To co-operate with and take part in the Firm’s performance management scheme

· To demonstrate support for the Firm’s Vision and Values 

· To use the department’s central calendar for key dates

· To comply with the Firm’s policies and procedures

This job description will be reviewed annually and amended in consultation with the post holder



