
 

Humphries Kirk Solicitors 

Job Specification 
 

Seeking a Full Time - Marketing & Communications Officer to be based at our Wareham office.   

  

About this role: 

 

The Firm is going through major changes in regards to its marketing function and this is a newly created role.  It will 

require a forward-thinking person as initiative is very important.  Because this is a new role, there will be new ways 

of working and we will require input from you so that we can draw from your experience in shaping the function to 

the needs of the business. You will also need creativity as you will be expected to suggest new ideas as a general part 

of the function.  

 

You will need to have experience of working without the luxury of delegating to a larger team or external agencies as 

this is a stand-alone role and you will be required to manage the function from start to finish in its entirety from ideas 

through to completion of a tasks and monitoring outcomes whilst ensuring a keen eye for detail throughout. 

 

You will need to have the ability to meet the varying demands of working in a role where there is sometimes 

ambiguity and conflicting ideas at stakeholder level, therefore you will need excellent communication and 

negotiating skills, tenacity, drive and the ability to establish the way forward appropriately whilst working within 

the boundaries of the role and you will have the ability to know when to take action and when to seek guidance.    

 

There will be some opportunity for home working, but you must be available to attend the office when needed 

particularly in the early stages of the role and around campaign times and similar and as directed.   

 

The main duties are set out in the job description.   

 

At Humphries Kirk, we believe that a conducive working environment is vital to the wellbeing of everyone we come 

into contact with on a day to day basis.  Therefore, when sourcing new colleagues, as well as looking for the 

appropriate competencies in relation to the role, we also look for individuals aligned to our Values which are:  

Accountability, Continuous Improvement, Excellence, Honesty & Integrity, Mutual Respect and Teamwork.  

 

Knowledge, Skills and Experience Required:  

Essential Desirable 

Tangible Skills/Requirements: 

 Must be a driver with a car 

 Marketing Degree/Diploma (CIM) or similar level 

qualification  

 Previous experience in a similar role 

 Working knowledge of social media platforms 

 Strong Microsoft Office and Outlook skills 

 Presentation Skills 

 Excellent proof reading skills 

 Excellent written and spoken English 

 Must be able to attend early morning and evening 

meetings/events on occasion 

Previous law firm experience 

Soft skills must include (please also see ‘about this role’ above):  

 Ability to work stand-alone covering all tasks 

 Forward thinking 

 Excellent communication and negotiating skills 

 Close attention to detail and a high level of accuracy 

 Creativity 

 Multi-tasking & working to deadline 

 Effective Organisational and analytical skills 

 Tenacity & drive to initiate and complete tasks and monitor 

outcomes 

 Good timekeeping and reliability 

 A high regard for confidentiality and diplomacy 

 A positive attitude, pleasant demeanour and good sense of 

humour 

 Presents professionally visually and verbally 

 

 

Annual salary:  Min £30k - pay dependent upon qualification, skills and experience 

Hours:     Full time Monday to Friday 9am – 5pm (35 hours) with flexibility 

Holidays:    25 days plus bank holidays (pro rata for part time) and ½ day for birthday.   

Other benefits:  Subject to eligibility - contributory pension scheme, Life Assurance and  

   discretionary bonuses.  Perkbox (online discounts and medical) 


