
Humphries Kirk Solicitors 

Office Supervisor (Front of House) 

Job Specification 

 

Seeking a full time, highly skilled and competent individual to represent the Poole office ‘Front of 

House’ and to also supervise some of the operational functions across the entire office as well as 

undertaking the day to day supervision of an Apprentice. 

 

This role will report directly to the Group Office Manager.  As the face of Humphries Kirk you will 

need to be highly professional in both your visual and verbal presentation and demeanour.    You will 

be required to dress very smartly and be highly articulate with an excellent level of written and spoken 

English.   

 

You will extend this professionalism in relation to all of your other duties.  You will be highly proactive 

and thorough with a positive and can do attitude.  You will preferably have some supervisory skills in 

order to supervise the various office functions and those of an Apprentice (where applicable).  Amongst 

your various tasks – you will be the coordinator in the office in relation to buildings maintenance, 

staffing resources and attendance/absence/holiday management for all staff in the office.  You will also 

be the principal First Aider and Fire Marshall.  

 

You must be able to work effectively with all staff and be very proactive and tenacious in order to 

undertake your responsibilities and this will mean sometimes going the extra mile.  You will ensure 

complete accountability for all tasks under your remit at all times (and plan for same during your 

absence).  You will have a high degree of common sense and know when to act and when to escalate 

issues and take/seek direction. The main duties are set out in the job description. 

 

All employees are required to demonstrate; a positive approach, flexibility, the ability to positively 

embrace change, be self-motivated, professionally presented and have a resilient disposition and the 

ability to prioritise and multi task when faced with the challenges and requirements of working for a 

very busy law firm.   

 

Essential  Desirable 

Exemplary Front of House Skills gained in a highly 

professional environment (must have excellent customer 

service skills and good telephone manner) 

Supervisory experience 

A high degree of drive and enthusiasm to achieve results Understanding of the legal 

environment 

Polished and professional demeanour with excellent written 

and spoken English and very smart appearance 

 

Working knowledge of case 

management systems 

Ability to undertake Fire Marshall and First Aid training and 

duties 

 

Ability to juggle conflicting priorities, quick to adapt to 

changing priorities and work to deadlines, prioritise and plan 

ahead and troubleshoot and propose resolutions to the GOM 

and undertake direction accordingly. 

 

Ability to take accountability and responsibility and 

complete tasks with minimum supervision  

 

Effective organisational & communication skills   

Adaptability & Flexibility with ability to multi task  

Conscientious and capable   

Excellent timekeeping   

A high regard for confidentiality and diplomacy   

Microsoft Office including Outlook  

Excellent admin and record keeping skills  

Articulate and numerate  

Hours:   Monday to Friday 8.30 -5.15pm with a 1 hour lunch break (38.75 hours pw) – 

Flexi -time not available for this role 

Holidays:    25 days plus bank holidays, plus ½ day for birthday 



Salary:    From £20k dependent on skills, knowledge and competencies 

Other benefits:  Contributory pension scheme, Death in service benefit, life assurance,  

Perkbox. 


