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Job Description
Assistant Practice Manager

Reports to: Practice Manager

Location: 1GC, 10 Lincoln's Inn Fields, London WC2A 3BP

Purpose of the Role

To support the Practice Managers and senior clerking team in the effective management and development of members' practices. The Assistant Practice Manager / Clerk will provide a professional, efficient and commercially focused clerking service, delivering exceptional client care while helping to maximise opportunities for members and contributing to the smooth running of the clerks' room.

Key Responsibilities

Practice Management
Assist with the day-to-day management of members' practices.
Manage barristers' diaries, court listings, conferences, hearings and appointments.
Maintain accurate records using Chambers' case management system (LEX).
Identify and resolve diary conflicts, ensuring members' practices run efficiently.

Client & Case Management
Act as a first point of contact for solicitors, courts and professional clients.
Manage enquiries, identify suitable counsel and assist with the allocation of work.
Liaise with solicitors, courts and other chambers regarding listings, availability and case administration.
Ensure instructions and case information are recorded accurately and efficiently.
Build and maintain strong professional relationships, providing an exceptional standard of client service.

Business Development
Promote Chambers and individual members to existing and prospective clients.
Support practice development and marketing initiatives, including dispute resolution and client events.
Assist with fee quotations and negotiations where appropriate.
Identify opportunities to enhance members' practices and contribute to Chambers' commercial objectives.

Team Responsibilities
Work collaboratively with the Senior Clerk, Practice Managers and wider clerking team to provide an efficient and responsive service.
Support and mentor junior members of the clerking team where appropriate.
Comply with Chambers' policies, professional standards and regulatory requirements.
Undertake any other duties reasonably required to support the effective operation of the clerks' room.

Person Specification

Essential
A minimum of two years' experience working within barristers' chambers or a similar legal environment.
Good working knowledge of family law procedures and court processes.
Excellent organisational skills with the ability to manage competing priorities.
Strong communication and relationship-building skills.
A proactive, client-focused approach with good commercial awareness.
High levels of accuracy, attention to detail and professionalism.
Good IT skills, including Microsoft 365.

Desirable
Experience using the LEX case management system.
Experience of fee negotiation.
Experience supporting or mentoring junior colleagues.
Educated to A-level standard or equivalent.

Key Competencies
Client Focus
Communication & Relationship Management
Organisation & Planning
Commercial Awareness
Problem Solving
Teamwork & Collaboration
Professionalism
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