
Beeston Shenton Solicitors
Job Description & Person Specification

JOB DESCRIPTION – Senior Solicitor

Post Title: Senior Solicitor (5yr + PQE)

Work Area: Family

Band: 5

JOB PURPOSE

• Senior Solicitor of Beeston Shenton Solicitors including a senior level of responsibilities for strategic
planning, operational and staff management and financial planning relating to the Family Law department.

• To work competently as one of the leading Fee Earners for the Family Law department, ensuring the
highest quality client service. Possibility for a management role for the right candidate.

• Managing compliance requirements of caseloads and ensuring adherence to company policy, AML, DP,
SRA Handbook and SAR.

.

KEY RESPONSIBILITIES

Family Law

• Senior Solicitor responsible for leading and managing own case load and supporting the team.

• Undertaking, managing and supervising Family Law Matters for the team from the initial client contact
through to completion. Work areas including divorce, financial claims (incl pre-nuptial agreements),
applications under Family Law Act, Private child arrangements.

• Managing compliance and regulatory functions

• Providing sound legal advice and assistance to clients across routine and complex matters whilst
developing client base.

• Proactively identify and deliver appropriate solutions for clients and prospective clients and convert into new
business where possible.

• Managing Family Law caseloads and client queries using (where necessary and appropriate) firm IT
systems e.g. the case management system, emails etc.

• Ensure all Family Law files are managed methodically and efficiently and comply with the companies
policies and the regulatory framework including AML processes, Data Protection requirements, the SRA
Handbook and Solicitor Account Rules.

Financial

• Managing and monitoring financial aspects relating to the Family Law team & service.

• Integrating with the accounts procedures including posting slips, invoices and management of client account
balances

• Exceed or meet agreed financial Performance Indicator targets.

• To bill clients promptly and in line with agreed firm policy and charging agreements.

Compliance

• To implement and manage at all times our obligations set out by the SRA and other regulatory/compliance
bodies e.g. OFR, SAR, CQS, OFR, DP etc.

• Managing the necessary administrative and compliance procedures relating to caseloads or ensuring such
are undertaken by legal support staff in a timely and efficient manner.

• Ensuring identity checks and any due diligence are managed in a timely, efficient and effective manner
across the team.

• Undertaking file audits and reviews as required.



Client Care

• To ensure outstanding client care is provided at all times.

• To maintain a highly professional approach at all times.

• Promptly communicating with clients and third parties in clear and appropriate language.

• Undertaking and managing client care processes and systems e.g. client surveys etc.

• To provide appropriate, timely, accurate information to clients and suppliers as needed and taking account
of data protection and SAR regulations/principles.

• Recognising and selling to prospective clients and where necessary producing service proposals relating to
the department.

• Proactively identify and initiate additional complementary services to add value to the clients transaction
whether in Family Law work or for other services across the firm.

Staffing Responsibilities

• Team Management.

• Undertaking and management of file audits.

• Undertaking and managing appraisals for staff in given area.

• Managing staff supervision on a daily basis.

• Dealing with complex staffing issues.

GENERIC RESPONSIBILITIES

Quality and Risk

• Alert other team members to issues of quality and risk if and when noted.

• Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions
on ways to improve and enhance the team’s performance.

• Work effectively with individuals internally and in other agencies to meet client needs.

• Effectively organise own time, workload and resources.

• Undertake appraisals for members of staff within the team

Personal Development

• Participate in an annual appraisal, take responsibility for maintaining a record of own professional
development.

• Take responsibility for own development, explore opportunities for maintaining and updating own
knowledge and skills.

Health and Safety

• Be aware of, and take personal responsibility with regard to Health and Safety and to liaise with the Practice
Manager regarding any Health and Safety risks, concerns or incidents.

• Maintain work areas in a tidy and safe way, free from hazards, initiate remedial/corrective action where
needed.

Equality and Diversity

The post-holder will support the equality, diversity and rights of clients and staff to include:

• Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is
consistent with firm procedures and policies, and current legislation.

• Respecting the privacy, dignity, needs and beliefs of clients and colleagues.

• Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their
circumstances, feelings, priorities and rights.

General Obligations

• Uphold all aspects of Beeston Shenton policies, procedures and legal/compliance requirements in relation
to personal conduct, confidentiality and client care.



• Undertake any other duties consistent with the role as required by the firm.

The duties and responsibilities outlined in the job description are not intended to be an exhaustive list; they may
be amended from time to time, following consultation with the post-holder.

PERSON SPECIFICATION

Essential
These are qualities without which the
post holder could not be appointed

Desirable
These are extra qualities above the
essential criteria

Qualifications Qualified to Solicitor Level.
Qualified to degree level. Minimum of a
2:2 level.
Relevant post graduate qualification
(LPC or equivalent)
Management Qualification or equivalent
relevant experience.

ECDL and/or other ICT/Word
Processing related qualifications.

Experience Five+ years as a Qualified Solicitor with
a developed understanding of working
in Family Law.
2-5+ years experience of staff and team
management is ideal.
Experience of managing compliance &
regulation in relation to the SRA
Outcome Focused Regulation (OFR)
and SAR.
A developed understanding of the
application of Money Laundering
Regulations and due diligence
requirements and resolution of issues
arising in this area.
Team Management of WIP and meeting
of financial targets.
Experience of managing Time recording
and billing and associated issues e.g.
reporting.
Experience of risk management within a
legal environment.
Experience of dealing with high level
and complex decision making using
own initiative.

Qualified and/or trained in Data
Protection and FOI.



Skills & Knowledge Demonstrable knowledge of Family Law
principles.
Working knowledge of Court and other
related processes.
Knowledge of Solicitors Accounts
Regulations (SAR) and SRA Handbook.
Excellent working knowledge of Case
Management and other ICT related
systems..
Use of Microsoft Office – Word, Excel,
Powerpoint, Outlook etc.
Time management and organization
skills over strategic and complex areas.
Excellent people/communication and
team leading skills.
High level commercial & strategic
Awareness operating at a firm wide
level.
High level marketing skills e.g. selling,
influencing, negotiating etc.
Team performance management skills
e.g. undertaking file audits, workload
reviews, appraisals and file
management etc.

Awareness or working knowledge of
Lexcel.
.
Working knowledge of using online
legal resources e.g. Lexis Nexis, PLC
etc.

Personal
Qualities

Strongly client focused with excellent
communication skills.
Self motivated and able to work on own
initiative.
Ability to manage high volume and
competing workloads.
Flexible, innovative approach.
Forward thinking and proactive.
Team player – no blame culture.
Supportive of team working.
Ability to prioritise and organise to a
high level.
Solution focused.
Attention to detail, eye for accuracy.
Adapts well to change and is able to
inspire others to do the same.
Responds to opportunities in an
enthusiastic manner.
Ability to maintain confidentially, tact
and diplomacy at all times.

How to apply: Please send your CV to Russell.Dutton@beestonshenton.co.uk. Salary based on experience.


