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JOB TITLE: Legal Assistant  

SALARY: £34,500 p.a. 

HOURS: Monday–Friday, 9am–6pm (or such time that is required for the role) with one hour for lunch.

LOCATION: Keating Chambers, 15 Essex Street, London, WC2R 3AA. Due to the nature of this research and support role, this is a largely office-based role. However, there will be some flexibility to work remotely after the first 3 months, subject to business requirements and in discussion with your line manager.  

SUPPORT: The Legal Assistant is line managed by the Practice Manager. Whilst the Legal Assistant is a one-person role, there is wider support from the staff team by way of a part-time librarian and the junior clerks. The Legal Assistant is based on the staff floor but has access to an additional desk space in the 5th floor library.  

DUTIES AND RESPONSIBILITIES:

The Legal Assistant will be required to:

1. Undertake broad legal research-based work for ongoing and contemplated proceedings. This includes researching points of law and on occasion, supplying notes summarising those points, finding authorities for barristers, finding Standard Form Contracts and relevant commentaries and acting as a first port of call in the library to identify and supply relevant textbooks and law reports.
2. Provide barristers with a comprehensive monthly update of case-law relevant to Chambers’ areas of practice.
3. Provide draft copies of talks/PowerPoint slides for seminars, presentations, and draft articles/notes for journal articles.
4. Conduct research for publications that Members of Chambers are involved in and assist with editing/proofing the publications.
5. Draft case summaries for the barristers’ website profiles.
6. Assist as needed with preparation of documents and authorities for court and other proceedings.
7. Any other tasks as reasonably required by the barristers, Practice Manager, Chief Executive Officer, Head of Operations, Head of Finance, Head of Marketing or Joint Directors of Clerking.  

The Legal Assistant’s duties will be subject to the following responsibilities:

8. To meet regularly with their Line Manager to review workload and to help plan upcoming commitments, especially in the early months.
9. To undertake continued training as appropriate for the role.
10. To assist in other areas of Chambers work as directed to ensure the smooth running of Chambers.
11. To work in a safe manner and to identify any health and safety hazards and advise the Head of Operations.

Duties and responsibilities are subject to change depending on the requirements of Chambers’ business.
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