S Beeston Shenton

JOB DESCRIPTION —Private Client Solicitor (STEP Qualified) (3 Yr + PQE)

Post Title:
Wills and Probate/Private Client Solicitor

Work Area:
Private Client — Wills, Probate and Estate Planning

Responsible to:
Head of Department

JOB PURPOSE

¢ To act as a Wills and Probate Solicitor at Beeston Shenton Solicitors with responsibility for managing a
varied private client caseload.

¢ The ideal candidate will have experience in dealing with but not limited to wills, probate, estate
administration, trusts, inheritance tax planning, lasting powers of attorney, and estate planning for high-
net-worth individuals.

¢ To contribute to the growth and development of the Private Client Department through business
development and cross-selling opportunities.

* To work competently as a Fee Earner, delivering high-quality legal advice and exceptional client service
with attention to detail.

¢ To support and develop cross-selling mechanisms between Private Client and other service areas,
including Litigation and Property.

¢ To promote a collaborative “one team” culture across departments.

* To manage compliance requirements across all matters, ensuring adherence to firm policies, AML,
Data Protection legislation, the SRA Standards and Regulations, and Solicitors Accounts Rules (SAR).

KEY RESPONSIBILITIES

Wills and Probate / Private Client
* Management of a varied private client caseload, including wills, probate and estate administration,



trusts, inheritance tax planning, lasting powers of attorney, and Court of Protection matters (where
appropriate).

¢ Advising clients on estate planning, asset protection, and succession planning, including complex
estates and trust structures.

¢ Drafting wills, trust documentation, deeds of variation, and associated private client documents.
¢ Administering estates from initial instruction through to final distribution, including taxable and non-
taxable estates.

¢ Providing clear, practical, and sensitive legal advice to clients, often in difficult or emotional
circumstances.

¢ Identifying tax, legal, and practical risks within estates and advising clients accordingly.

¢ Developing and maintaining strong client relationships and generating repeat and new business.
* Promoting and delivering cross-selling initiatives across the firm’s service areas.

¢ Handling case-related queries and complaints in accordance with firm procedures, using case
management systems (e.g. Leap), email, and other IT systems.

¢ Ensuring files are managed efficiently and in full compliance with regulatory and internal
requirements, including AML, Data Protection, SRA Standards and Regulations, and SAR.

Financial

¢ Managing and monitoring the financial aspects of own caseload, including costs estimates and
budgeting.

¢ Ensuring compliance with accounts procedures, including billing, disbursements, and client account
balances.

* Meeting or exceeding agreed financial performance indicators and billing targets.

¢ Billing clients promptly and accurately in accordance with firm policy and agreed charging structures.

Compliance

¢ Ensuring ongoing compliance with SRA Standards and Regulations and other relevant regulatory
requirements.

¢ Managing administrative and compliance processes in a timely and efficient manner.

¢ Ensuring identity checks, due diligence, and risk assessments are completed appropriately and on
time.

e Participating in file audits and reviews as required.

Client Care

¢ Delivering outstanding client care at all times with a professional, empathetic, and sensitive approach.
e Communicating clearly, promptly, and effectively with clients, beneficiaries, HMRC, financial advisors,



and other third parties.

¢ Managing client care procedures, including engagement letters, costs information, and client feedback
processes.

¢ Providing accurate, timely information while adhering to Data Protection and SAR requirements.

¢ |dentifying opportunities to provide additional services that add value to the client and the firm.

GENERIC RESPONSIBILITIES

Quality and Risk

¢ Alerting colleagues to issues of quality, conduct, or risk when identified.

¢ Contributing to continuous improvement within the team by suggesting enhancements to processes
and performance.

* Working effectively with colleagues and external stakeholders to meet client needs.

¢ Managing time, workload, and resources effectively across competing priorities.

Personal Development

e Participating in annual appraisals and maintaining an up-to-date record of professional development.
¢ Taking responsibility for maintaining and enhancing legal knowledge and professional skills, including
SRA and STEP-related CPD.

Health and Safety

* Taking personal responsibility for Health and Safety within the workplace.
® Reporting risks, concerns, or incidents to the Practice Manager.
¢ Maintaining a tidy and safe working environment.

Equality and Diversity

The post-holder will support equality, diversity, and inclusion by:

* Respecting the rights, dignity, beliefs, and needs of clients and colleagues.

¢ Acting in a non-judgmental, inclusive, and professional manner in line with firm policies and current
legislation.

General Obligations



¢ Upholding all Beeston Shenton Solicitors’ policies, procedures, and professional standards relating to
conduct, confidentiality, and client care.
¢ Undertaking any other duties consistent with the role as reasonably required.

PERSON SPECIFICATION
Essential Criteria

Qualifications

¢ Qualified Solicitor in England & Wales.

¢ Degree-level qualification (minimum 2:2).

¢ LPC or equivalent professional qualification.

e STEP qualification desirable (full member or working towards completion).

Experience

¢ 3+ years PQE in Wills, Probate, and Private Client work.

¢ Experience of managing a full private client caseload independently.

¢ Experience in estate administration, including taxable estates and IHT reporting.

¢ Strong understanding of SRA regulatory and compliance requirements.

¢ Experience of meeting billing and financial targets.

¢ Experience of business development and client relationship management.

¢ Experience of time recording, billing, and cost management.

* Experience of risk management and complex decision-making in a private client environment.

Skills & Knowledge

* Sound knowledge of wills, probate, trusts, and inheritance tax legislation.

¢ Working knowledge of SRA Standards and Regulations and Solicitors Accounts Rules.
¢ Proficiency in case management systems and IT applications.

¢ Strong drafting skills with excellent attention to detail.

¢ Excellent communication, organisation, and time-management skills.

¢ High standard of client care, with sensitivity and professionalism.

Personal Qualities

¢ Strong client-focused and empathetic approach.

¢ Self-motivated and able to work independently.

¢ Ability to manage complex and competing workloads.

¢ Proactive, solution-focused, and commercially aware.

¢ Team-oriented with a collaborative mindset.

¢ High attention to detail and commitment to quality.

¢ Ability to maintain confidentiality, tact, and professionalism at all times.



