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        JD – NEWLY QUALIFIED SOLICITOR

Purpose
To support solicitors in handling general matters and ET cases, liaising with clients, claimants and the Employment Tribunal, preparing for hearings and client meetings. Undertake bundle preparation, legal research and maintain case files via our case management system. Drafting legal documents such as settlement agreements, contracts of employment and ET3 responses, under supervision.
Responsibilities
The minimum responsibilities of the role are as detailed below.
1. Main Duties
· Assisting our solicitors with general client enquiries

· Assisting our solicitors with Tribunal preparation 
· Carrying out legal research.

· Creating lists and bundles of documents for hearings
· Attending Tribunals if required
· Drafting legal documents such as settlement agreements, contracts of employment, ET3 responses
· Time record against client matters

· Onboarding of new clients

· Input into the Sherrards Academy

· Other general legal tasks
· Assisting with marketing activities such as helping to prepare for and attending the firm’s seminars and workshops
· Undertake other tasks as required
2. Business Development

· Building and developing client relationships

· Assisting in marketing activities and maintain appropriate professional relationships with contacts and clients of the firm

· Participating in webinars and seminars hosted by Sherrards as required

· Attending networking events hosted by clients and the professional bodies we are members of.
3. General Office Assistance
· Assistance with the general day-to-day administration of the office e.g. answering the phone

· Typing own correspondence
· Other ad hoc tasks as and when required
Skills/Experience Required 
· Experience of a case management would be useful
· Excellent communication skills both written and verbal

· Good negotiation and research skills

· Excellent people skills with the ability to build strong rapport with clients and colleagues
· Good commercial understanding
· Good business development skills

· Motivated self-starter with a “can do” attitude
· Commitment and attention to detail

· Organised with a desire to complete tasks on time
Person Specification

· Qualified as a Solicitor of the Senior Courts of England and Wales who holds a current practising certificate
· Highly motivated team player with the ability to act on their own initiative

· Be able to prioritise issues and offer solutions
This role will suit a newly qualified solicitor, who has working in employment law either as a seat during their training contract or as part of their SQE work experience, who is looking to gain experience in a firm of solicitors that specialises in predominantly employer focused employment law work. 
Signed ……………………………………….


Date …………………………..

Signed ……………………………………….
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For Sherrards
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