Junior Civil Clerk
Main Duties
To report to the Senior Clerk.
To assist under the direction of the Senior Clerk in the practice development of individual members of Chambers.
To assist in the administration of the Clerk’s room.
To undertake billing work as and when required/or directed to do so by the Senior Clerk.
To agree fees for work undertaken by members of chambers as and when required to do so by the Senior clerk.
To receive fees paid into chambers on behalf of its members and record as paid on Chambers MLC system.
To monitor diaries and to keep members aware of developments.
To allocate work to members according to suitability, ability and experience and in accordance with our equal opportunities policy under the supervision of the Senior clerk.
To complete CFA agreements.
To open and deal with post.
To carry out printing on behalf of members of chambers.
To cover the work of the other clerks when the need arises.
To participate in the delivery of marketing plans, materials and initiatives as and when required under the supervision of the Senior Clerk.
To represent chambers in its dealings with professional clients under the supervision of the Senior Clerk.
To oversee maintenance of office equipment, liaise with suppliers and maintain stationary supplies.
Key Skills
Experience of working on MLC an advantage, however full training will be provided.
Confident using Microsoft Windows applications (Word, Excel, Outlook).
Ability to work as part of a team and when required under own initiative.
Excellent communication skills.
Confident and enthusiastic.


