
Humphries Kirk Solicitors 

Support Staff Job Specification 
 

We are now seeking a full time Secretary or Paralegal  to join the Family Department at our Crewkerne 

office. 

 

Candidate Profile: This role could be  suited to someone with previous experience of working in a support 

role in Family law within legal practice, or to someone who has relevant secretarial/ admin skills gained 

within a support role in another discipline of law, but who wishes to transfer their skills into Family law.  

Alternatively, the role may appeal to a law graduate who has some previous relevant work experience.  There 

are great opportunities for progression for those who would like to grow their career within this highly 

complex but fascinating area of law.  The main duties are set out in the job description.   

 

When sourcing new colleagues, as well as relevant skills, we 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 

Skilled legal secretary/experienced Paralegal/Law 

Graduate, with good support experience gained in 

family law within private practice OR and an 

individual with relevant admin/ secretarial skills 

gained in a support role in Legal Practice who 

wishes to progress their career within Family law. 

Working knowledge of Case Management 

Systems (preferably SOS) 

 

Quick typing speed (over 60 WPM) with good 

accuracy (95%+) 

Family and/or Litigation law experience/ 

knowledge 

Must be a fast learner with a high level of 

initiative, accuracy and resilience and able to 

work at a fast pace. 

 

Working knowledge of digital dictation 

methods. 

Excellent communication skills face to face and 

over the phone 

 

Appropriate computer and keyboard skills 

including Microsoft Office  

 

Excellent written and spoken English  

Articulate and numerate  

Ability to juggle conflicting priorities and work to 

deadlines 

 

Resilience and tenacity  

Professionally presented both visually and 

verbally  

 

Attention to detail and a high level of accuracy  

Effective organisational & communication skills  

Adaptability & Flexibility  

Quick to adapt to changing priorities  

Conscientious and capable  

Good timekeeping and reliability  

A high regard for confidentiality and diplomacy  

Own Transport due to office location (or able to 

commute via public transport)  

 

 

Annual salary:  From £22050+ (dependent upon competency and experience level) 

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: Contributory pension scheme, Life Assurance, Health cash plan, flexitime scheme 

(after probation), Buy & Sell Holiday Scheme, Sabbatical scheme 


