
 

The contents of this description are not exhaustive and all employees are expected to undertake additional tasks as and 
when required by the employer. 

 

JOB DESCRIPTION 
 

Job Title Paralegal 

Reports To Head of Department 

Version 1 Date June 2024 

 
Summary 
 
To maintain high standards of service to clients of Burnetts consistent with the firm’s policies and 
procedures and to promote the firm’s position as a major business.  Specifically, to provide a 
comprehensive, efficient and high-quality legal service to meet the needs of the business. 
 

Expectations 

• Technical understanding of the department’s legal specialty, 

• Accurately record chargeable and non-chargeable hours as directed by the Head of 

Department, 

Core Duties 
 
To assist to the lawyers in the department with specific legal tasks, but also across the firm as directed 
by the Head of Department.  The Paralegal will be responsible for their own caseload of smaller 
matters which they handle from start to finish within the limitations of delegated authority. 
 
Requirements of the role: 
 

• Supporting with case handling on a day-to-day basis to meet an annual target where 

applicable. 

• Discussing matters with clients and providing basic advice.  

• Maintaining client files and ensuring they are up to date on Partner. 

• Reviewing files and keeping the lawyers up to date accordingly. 

• Drafting basic statements and documentation. 

• Conducting case research, as requested by more senior team members. 

• Producing bill breakdowns for clients. 

• Invoice clients and ensure payment is made. 

• Assisting the lawyer on larger cases taking responsibility for tasks given.  

• Accurately record time to each case worked on. 

• Assisting with the department administration where capacity allows.   

 
To facilitate the smooth running of the business, and in pursuance of maintaining Burnetts’ high 

quality client service, you may also be requested to undertake other duties as directed by the Head 

of Department determined to be within your capability.  



 

The contents of this description are not exhaustive and all employees are expected to undertake additional tasks as and 
when required by the employer. 

KEY SKILLS AND ATTRIBUTES 

 

Criteria Essential Desirable 
Qualifications • Law Degree or CILEX L3 qualification 

or Burnetts knowledge/skill in house 
assessment to the L3 CILEX standards 
(internal promotion only). 

 

Experience & 
Knowledge 

• Strong administrative experience 

• Knowledge of specific department 
legislation 

• Proficient with Microsoft Excel 

• Sound knowledge of other Microsoft 

Office including Outlook  

• Experience of case 

management software 

• Experience of legal 

forums/software i.e. 

Nexum, Oyez, PLC, 

Westlaw, Lexis Nexis, 

PCOL 

 

Skills & 
Abilities 

• Attention to detail  

• Able to organise and prioritise work 

• Ability to work to strict deadlines 

• Team working and working 

individually  

• Excellent communication & 

interpersonal skills 

• Can demonstrate the firm’s core 
values 

 

Personal 
Attributes 
 

• ‘Can-do’ attitude 

• Proactive 

• Professional and polite  

• Ability to remain calm in hectic 

situations  

• Reliable, adaptable & dedicated 

• Willingness to help others 

• Discreet and maintains 

confidentiality 

 

 


