
 

Humphries Kirk Solicitors 

Job Specification  
 

Full Time Paralegal required in the Private Client Department at our Wareham office.   

 

Role/Candidate Profile:  
Working within a supportive team environment, this role is suited to an efficient and skilled Paralegal who 

has extensive Private Client experience and who is capable of managing their own caseload with minimal 

supervision.  Ideally the individual will be part/fully CILEx qualified, although consideration will be given 

to candidates who have gained the equivalent level of knowledge through experience. Good working 

knowledge of Will drafting, Estate Administration, Trust Administration and LPA’s is essential, along 

with strong administration and organisation skills. 

 

The main duties are set out in the job description.   

 

Please note, 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.  

 

Skills & Competencies 

Essential 

Skills & Competencies 

Desirable 

 Highly skilled Paralegal with wide ranging 

experience of Private Client work  

 Must have good working knowledge of Will 

drafting, Estate Administration, Trust 

Administration and  LPA’s 

 Must be able to manage own caseload  

 Able to time record 

 Must be able to take client instructions 

 Ability to work unsupervised 

 Excellent client service skills 

 Strong administration skills 

 Working knowledge of case management systems 

 Must have a high level of initiative 

 Good MS Office and Outlook skills 

 Excellent written and spoken English with good 

numeracy and literacy 

 Ability to work as part of a team 

 Excellent organisational skills 

 Must be adaptable and flexible 

 Attention to detail, accuracy, resilience and 

tenacity to complete tasks to a high standard 

 Professionally presented both visually and 

verbally 

 Quick to adapt to changing priorities 

 Hard working with a ‘can do’ attitude 

 Good reliability and timekeeping 

 Confidential and diplomatic 

 CILEx qualified (2+ years) 

 STEP qualified or willing to 

work towards  

 Working knowledge of SOS 

case management system 

 

Annual salary:  Negotiable (dependent upon level of skills/ experience and qualification) 

Hours:     Monday to Friday 9-5.00pm with a 1 hour lunch break (35 hours per week).  

Holidays:    25 days plus bank holidays and ½ day for birthday.   

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

   discretionary bonuses, Perkbox scheme.  


