
Job Description 
 

Name: //  

 
JOB TITLE: Administrator 
 

RESPONSIBLE TO: Practice Manager  
 

 
PURPOSE OF ROLE 
 

To provide a high quality administrative and support experience to internal 
and external clients and stakeholders, in line with the firms brand, values and 

standards. 
 
PRINCIPAL DUTIES AND RESPONSIBILITIES 

 
 Collect DX, open, sort and circulate. Take DX to the depot in the 

evening time, as an end of day task. 
 

 Open, sort and circulate incoming post.  Weigh, stamp, frank outgoing 
post ensuring correct method of posting is used so as not to incur 
delay or additional charges.  Be responsible for the smooth operation 

of the franking machine and its maintenance/service. 
 

 Banking: Prepare incoming cheques for banking and take to bank. 
 

 Manage and account for petty cash till. 

 
 Archiving: Arrange for deeds and closed files to go to archiving, and 

request files and deeds back from archiving. Liaising with secretaries 
and Fee Earners to ensure efficient service is provided.  Manage the file 
referencing. 

 
 Recycling: Ensure we have sufficient bags to separate confidential, 

non-confidential waste, office rubbish bin waste and kitchen waste.  
Arrange for collection of confidential waste for shredding and purchase 
and collection of large refuse sacks from Worcester City Council. 

 
 Supplies: Regular checking of supplies for office, including stationery, 

photocopying paper, cleaning materials and fluids, kitchen supplies e.g. 
tea and coffee.  Liaising with office cleaners and undertaking cleaning 
checks. 

 
 Arranging for parking spaces for Office Partners and staff and visitors, 

including procuring spaces and regular payments to the licensors. 
 

 Responsible for milk deliveries and payment. 

 
 Reception: Undertake daily lunchtime reception cover including 

switchboard operation, and provide cover as and when required.  Assist 
reception with hospitality for visitors (e.g. tea/coffee for meeting 

rooms etc.). 
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 Laundry: Arranging for washing/drying of office kitchen towels, and 

when necessary, serviettes, tablecloths etc. following in-house lunches. 
 

 Meeting Rooms: Assist reception with ensuring that meeting rooms are 

ready for visitors and meetings.  Setting up and clearing down of 
meeting rooms for guest lunches as and when necessary.   

 
 Testing and arranging maintenance of fire alarm, security alarm, boiler 

and office infrastructure, as required. 

 
 Undertaking local hand deliveries. 

 
 Photocopying: Assisting fee earners and secretarial staff with 

photocopying as and when required. 

 
 Other ad-hoc office duties and administrative support as required and 

commensurate to the role. 
 

 
PERSON SPECIFICATION 
 

The person appointed will be required to have the following characteristics: 
 

 Forward thinking and proactive team player, with an ability to take 
responsibility and find solutions to day to day problems. 

 

 Ability to work independently. 
 

 A proficient typist, familiar with Microsoft Word and an ability to quickly 
learn other office systems e.g. SOS. 

 

 A good all-rounder who can assist the Office Partner and Practice 
Manager to effectively manage the office and premises. 

 
 Excellent telephone manner and interpersonal skills. 

 

 A professional demeanour and approach to work at all times. 
 

 A car owner/driver preferred. 
 
 

Summary: 
 

The details outlined in this job description reflect the content of the post at 
the date the job description was prepared.  It is inevitable that over time the 
nature of employee’s jobs will change, existing duties may be lost and other 

duties gained without changing the general character of the work or level of 
responsibility entailed.  It is intended that this job description will be revised 

from time to time in discussion with the post holder 
 

In addition, you may be expected to perform other duties commensurate with 
this position or as required to assist the business needs.  Any additional tasks 
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will be kept within your abilities and skills range, and training will be provided 

if necessary.  Such agreement should not be unreasonably withheld. 


