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Job Description - Practice Manager
About 12KBW

12 King's Bench Walk is one of the best known and respected civil sets of barristers' chambers in London. 60 barristers (including 9 silks) offer a wealth of expertise and skill in a wide range of legal fields.  For more information visit our website at www.12kbw.co.uk.

12KBW is a friendly place to work and as an organisation we pride ourselves on our approachability and ability to get along with each other and with our clients.  We hold a number of events every year where staff and barristers get together informally – for example our summer cricket event and BBQ, our annual Christmas dinner and party and our annual summer party.
How to apply
Please send a CV and covering letter stating why you are interested in the position to recruitment@12kbw.co.uk.  Alternatively please send by post to Sally Jones, Chief Executive, 12 King’s Bench Walk, Temple, London, EC4Y 7EL.
Job responsibilities
The Practice Manager post is a highly diverse role and the successful candidate will need to have the aptitude and flexibility to be able to work across a number of key business areas.  The role will have specific objectives that are intrinsically linked with Chambers’ business plan and strategic goals. These will include a number of responsibilities under the following headings:
· Practice Management

· Marketing & Business Development

· Information & communication

· Financial Administration
Due to the volume of paperwork that passes through the clerk’s room on a day to day basis, the job will entail lifting and moving boxes around chambers.  Manual handling training will be provided.
This is a job that can really introduce you to all aspects of organisational life and as such offers many opportunities, challenges and rewards.
Holidays and hours of work

Salary will be £22,500, reviewable annually in August.

Hours of work are 8.30am to 6.00pm.  You will also work as part of a rota system to cover the office till 6.30pm up to 4 times a month.  To support chambers marketing efforts you will be required to attend client events and our range of seminars, many of which can take place in the evening.

You will be entitled to 20 days holiday per year.  Discretionary holidays may also be awarded but are entirely dependent on workload and client activity.
Training and Development
Chambers is committed to training and developing its staff.  Training will be provided in key aspects of the job and you will not be expected to take on all the responsibilities listed below immediately. You will undergo a full period of induction and will have the opportunity of seeing our barristers in action in court!

Your performance will be appraised twice a year (in December and July) and you will be set appropriate objectives.

The clerking team
The Practice Manager is one of a team of 10 core staff.  You are responsible to a Senior Clerk on a day to day basis and ultimately to the Chief Executive and to the Head of Chambers.
Key accountabilities
1. Practice Management

Diary Management

· Call round every day to barristers telling them what’s in their diary for the next day/s. Remind them of court details, timings etc, papers in, papers expected, lecture/in-house talk commitments, any changes, amendments

· Review barrister’s diary for the week/month ahead and get a feel for what cases are booked, where there are free days, what papers are expected, what papers need to be chased.

· Mimimise diary clashes, ensure everything is confirmed and papers are delivered on time.
· Check and log court listings for barristers.
· Fix conferences and meetings for barristers

· Assist senior clerks with High Court liaison, listing and County Court fixing, including attending court when necessary 

· Advise solicitors of Counsel’s availability and ensure solicitor details are recorded accurately

Paperwork 

· Enter all paper work for barristers, updating as necessary and keeping full and legible notes.
· Chase all papers for briefs and conferences in advance of the event.

· Note all deadlines on IT system.

· Produce reports to chase all outstanding papers.
· Check all information for barristers has been entered correctly.

· Check if paperwork can be sent back and help clear out boxes of old papers.
· Undertake any faxing, photocopying, mailing, runs to court as required.
Practice Review Meetings

· Once a year, with the Senior Clerk you will have individual meetings with each of your allocated barristers.  You will help the Senior Clerk prepare reports in advance of the meeting and together you will discuss various aspects of that barrister’s practice – what areas they work in, their fees, key clients, trends in their practice etc.  You will minute that meeting and ensure that all points are actioned.

2. Marketing & Business Development

· Develop good client relationships with solicitors; keep clients and barristers informed of any changes to bookings or case progress.
· Take responsibility for the administration, organisation and marketing of a range of seminars and conferences. You will be required to attend seminars and client events, many of which can take place in the evening.
· Work with barristers on helping them to market themselves.

· Arrange all in-house talks for barristers (get delegate list, map, CPD accreditation, evaluation forms).
· Support the Senior Clerk in managing and organising corporate hospitality events and client meetings for key clients.
· Manage barristers’ Continuing Professional Development – keep specific records for our seminars and in-house talks.
· Manage your barristers’ web profile and CV – update regularly with new significant cases, encourage them to short news articles for web on interesting cases.
· In time taking greater responsibility for supporting the marketing activities of a particular practice area (eg employment, personal injury etc )
· With the Chief Executive conduct market research activities and become more involved in PR and promotional activities

· With the Chief Executive and Senior Clerks, develop a better understanding of Chambers business and produce analyses, reports, market trends with appropriate training.

· Work with the Chief Executive and Senior Clerks on specific marketing projects as required.

· Promote Chambers and individual barristers to clients, in groups and individually.

3. Information & Communication
· You will be trained on Chambers ‘Meridian’ software which is the main source of client, case and contact information. You must enter all diary, case and billing information accurately.   In order to keep others informed, you must make notes.
· You will become the main point of communication for a group of barristers and it will be your responsibility to keep your Senior Clerk informed of what is happening with your group of barristers. You must update your Senior Clerk at least once a day and certainly if any problem or issue arises.

· You will be expected to respond quickly to all incoming calls and in time you will take calls specifically (but not exclusively) for your group of barristers.

· We are currently undertaking a large data cleansing exercise and after specific training you will have a role to play in ensuring all data on our IT systems is kept up-to-date and accurate.
· In due course there may be the opportunity to take on additional responsibilities in relation to IT, Chambers’ website, Intranet etc.

4. Financial Administration
After approximately 6 - 8 months and with appropriate training you will be required to:
· Print and analyse quarterly aged debt for a group of barristers, discuss with Senior Clerk and action accordingly.

· Print and analyse weekly ‘outstanding papers’ reports for action as agreed with Senior Clerk.

· Print and analyse monthly ‘unbilled and unassessed fee reports’ and action as agreed with Senior Clerk

· Check all work for your barrister has been billed.

· Prepare fee notes and negotiation of fees as instructed by Senior Clerk.
· Financial analysis of your team, your group of barristers, key business aspects.
· Become more involved with specific fee chasing exercises.

5. General

· Commit to a programme of change that involves reviewing and streamlining business processes and involvement in the support of all improvement projects as identified by the Chief Executive.

· Assist Chief Executive, Senior Clerks, Head of chambers and all barristers with any additional duties that may be deemed appropriate.
· Assist with general administration of the clerksroom including fee note mailings, DX, post, covering reception or as directed by the Chief Executive and Senior Clerks.
Person Specification - Practice Manager

1. Educated

Of graduate calibre and preferably educated to degree level.

2. Communication

Excellent communication skills with a high standard of spoken and written English and an excellent telephone manner.  Keeps people informed and shares information.  Able to deal with a wide range of professional and senior people.

3. Enthusiastic with a positive ‘can-do’ attitude

Polite and friendly manner and ability to deal with professional clients on the ‘phone and in person. Willingness to learn and take on additional duties.  Pro-active and personable with a good sense of humour.
4. Quality and organised approach to work

Able to multi-task, prioritise and take responsibility for own work.  Takes a quality approach with great attention to detail and high levels of accuracy.  Self-motivated and able to work under pressure and make decisions. Good organisational and administrative skills.  Tenacious in approach to getting work done.

5. IT skills and Numeric
Computer skills including Word, Excel, Outlook and PowerPoint.  A good head for figures and analysing information.  Adept at learning new ways of working and new IT systems.
6. Team skills

A good team member who can forge strong working relationships with colleagues and barristers.
7. Negotiating and Persuading

Good at negotiating and persuading both internal and external clients.
8. Manual

Some lifting and carrying and trolley use (manual handling training will be provided)

9. Other
Experience of working in a professional office environment is desirable as is awareness of good client care standards.
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