Legal Assistant

Job description:
We are seeking a dedicated and detail-oriented Legal Assistant to join the team in our Commercial and Agricultural Property Department at our Bedale office. The ideal candidate will have experience in property legal secretary work or will demonstrate enthusiasm for moving into this area of work, possess strong administrative skills and be proficient in various software applications. This role is essential in ensuring the smooth operation of our office, providing support to legal professionals, and maintaining effective communication within the team and with clients.

Responsibilities:
1. Provide comprehensive administrative support to lawyers and legal staff.
1. Prepare, format, and proofread legal documents, correspondence, and reports.
1. Manage calendars, schedule appointments, and coordinate meetings using Outlook.
1. Maintain accurate filing systems for both electronic and paper documents.
1. Assist in managing case files and ensure all documentation is up to date.
1. Communicate effectively with clients and other stakeholders.
1. Utilise Microsoft Word, Excel, and other IT tools to enhance office productivity.
1. Handle incoming calls and correspondence in a professional manner.
1. Demonstrate excellent time management skills to prioritise tasks effectively.
1. Assist with Reception cover in the office for lunchtime, holiday and other absences

Qualifications:
1. Proven experience as a Legal Secretary/Assistant/Paralegal or in a similar administrative role within a legal environment is preferred.
1. Proficient in Microsoft Office Suite (Word, Excel, Outlook) with strong IT skills.
1. Preferred previous experience with a case management system.
1. Excellent typing skills are essential.
1. Strong organisational skills with the ability to manage multiple tasks simultaneously.
1. Exceptional communication skills, both written and verbal.
1. Ability to work independently as well as part of a team.
1. A keen eye for detail with a commitment to accuracy in all tasks undertaken.
If you are an organised individual with a passion for the legal field and possess the necessary skills outlined above, we encourage you to apply for this exciting opportunity to contribute to our dynamic team as a Legal Assistant.

Pay: £23,000.00 - £27,500.00 per year
Work Pattern: Full-time, Permanent
Benefits: Company pension; 24 days holiday plus your birthday off plus we close between Christmas and New Year
Experience:
1. IT: 1 year (required)
1. Typing: 1 year (required)
Location: you must be able and willing to commute to Bedale - DL8 2BJ 

