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Administration Manager - Barristers’ Chambers - London
Highly competitive salary package

Our client is an established leading set of Barristers’ Chambers who have been in practice for over 125 years. Chambers has 59 members, including 12 silks, all of whom are well known for their work in planning, property, public law, local government, housing, community care, licensing, regulatory law and commercial matters, advising private and public sector clients. 
 
Chambers now seeks an Administration Manager to play a vital role in supporting all Barristers and staff in this newly created role.

The Role
Reporting to the CEO, the Administration Manager will have responsibility for all operational functions of Chambers, including finance, administration, facilities and regulatory compliance.

Key responsibilities: 
· General administration
· Premises, Facilities and IT
· Health and safety compliance and monitoring
· General regulatory and compliance support
· Finance, including maintaining all bank accounts and monthly reconciliation 
· Providing support to the Pupillage Committee
· Assisting with tender submission processes

The successful candidate will have:
· Relevant qualifications and experienced gained in a similar role 
· Capable of working effectively independently and as part of the team  
· High attention to detail
· Discreet and maintain the integrity of confidential information
· A personable and friendly manner

To discuss this role in confidence, please contact exclusively retained consultants, GRL Legal LLP: Matt Curness  mcurness@grllegal.com or Paul Reece preece@grllegal.com 

To apply for the role, please forward your CV, which must clearly display your suitability for the role, to: recruitment@grllegal.com 

Deadline for applications is 5pm on Friday 26th November 2021. Early applications are encouraged, with initial interviews for suitable candidates taking place immediately.
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