
Humphries Kirk Solicitors 
Support Staff Job Specification 

 

Seeking a Full-Time PA to Partner to be based in the Company and Commercial Department at our Poole 
office.  We may consider applicants looking for a part time position. 
 
The role will be to provide support to a busy Commercial Partner.  Tasks will include detailed diary 
management (including setting up meetings and associated travel arrangements), communicating with 
clients, other professionals and colleagues, processing of bills, dealing with regulatory compliance, the 
administration of trademark and intellectual property business, general administration and document 
presentation.  There will be a requirement to provide support to the Partner’s assistant. 
 
Candidate Profile:  
This position will suit: 

 A skilled PA from a professional services background (no previous legal experience is necessary) 

 An individual with excellent administration/ PA experience  
 

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 Highly Desirable 

Good PA and administrative skills  Previous experience of computerised file 
management systems  

A keen eye for detail and a high level of accuracy  

A high degree of professionalism   

Excellent planning and general organisational skills  

Excellent written and spoken English  

Articulate and numerate  

Professionally presented, visually and verbally  

Conscientious and capable  

Attention to detail and a high level of accuracy  

Good communication skills  

Good timekeeping and reliability  

A high regard for confidentiality and diplomacy  

Resourceful   

Ability to juggle conflicting priorities and work to 
deadlines 

 

Adaptable and flexible  

Typing speed of 60 WPM+  

Appropriate computer and keyboard skills 
including Microsoft Office and Outlook Calendar 

 

 
Annual salary: £22,050+ dependent upon skills and experience (pro rata for part time) 
Hours:   09:00 to 17:00 Monday to Friday (minimum 25 hours per week across five days 

for part-time)  
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.  


