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JOB DESCRIPTION

Job Title Compliance Assistant
Department Business Services (Compliance Team)
Reports To Head of Risk and Compliance
Date April 2025
Summary

The Compliance Assistant will provide support to the Risk and Compliance team and the Head
of Risk and Compliance with routine compliance tasks and undertake project work as required.

They will 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 service to meet the needs of the
business.

Main Duties

e Support the Head of Risk and Compliance to maintain compliance in line with the Legal
industry rules and regulations.
e Onboard new and existing clients and entities on Partner for Windows:
o Process client ID and complete an e-verification checks on clients.
o Ensure file opening is being completed with accuracy and in a timely
manner.
e Deal with day-to-day compliance queries that are sent to the compliance mailbox.
e Carrying out client AML checks in line with legislation.
e Carry out the archiving of legal files.
e Liaise with fastness in relation to the request and return of archived files.
e Deliver compliance project work as directed by the Head of Risk and Compliance.
e Deal with requests to release Deeds, Wills and Lasting Powers of Attorney etc from
secure storage in accordance with Burnetts internal procedures.
e To carry out monthly compliance file reviews on all fee earning staff in each client facing
departments and keep a record of the audit on Access Compliance.
e Provide administrative support to the Head of Risk and Compliance.
e Carry out various compliance tasks, such as:
o Carry out an audit of the outstanding undertakings.
o Produce a weekly SRA scam update on workvivo.

o Generate a monthly report on fee earner WIP amounts.

The contents of this description are not exhaustive and all employees are expected to undertake additional tasks as and
when required by the employer.
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o Generate a monthly report on current PEPs.
o Collate and send out the daily conflict email.
e Maintain the starters and leavers spreadsheet and the complete necessary admin tasks
in relation to Burnetts’ starters and leavers.

This list of duties is indicative of the level of responsibility and tasks which the role of
Compliance Assistant will routinely perform, however they may be asked to complete any
task by the firm which is within the capability of the role holder.

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 Title: Compliance Assistant

Criteria
Qualifications

Experience & Knowledge

Skills & Abilities

Personal Attributes

Department: Business Services (Risk and
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Person Specification

Office: Carlisle

Compliance Team)

Essential Desirable
e GCSEs or equivalent qualification e Alevel qualifications
e Experience of handling data & organising vast amounts of e Knowledge of Solicitor
information Regulations Authority rules
e General administration experience e Experience of case
e Experience of adapting to different systems management software

Sound knowledge of Microsoft Office including Outlook
Strong Excel knowledge

Conflict Resolution e Ability to pick up new skills
Adaptability e Ability to deal with urgent
Problem solving skills matters

Ability to organise & prioritise workload

Work to deadlines & manage time effectively

Good attention to detail & keeping accurate records
Understanding the need for confidentiality at all times
Excellent communication & interpersonal skills both
written and oral

Ability to work within a team as well as independently
Can demonstrate the firm’s core values

Eager and willing to add to own knowledge on new
projects and tasks
Approachable

The contents of this description are not exhaustive and all employees are expected to undertake additional tasks as and when required by the employer.
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e Good people skills — being polite & calm with clients &
colleagues

e Self Motivated

e Shows initiative

e Flexibility

e Honesty

e Trustworthy
e Reliable

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



