
Legal Administrative Assistant/Secretary 

An excellent opportunity has arisen at Allington Hughes Law for a full time Administrative 
Assistant/Secretary to join our Wrexham office.  The purpose of the role is to provide excellent 
secretarial and administrative support to our various departments. 

Key responsibilities:  

 Prepare correspondence and documents through audio typing and digital dictation. 

 General file management and administrative duties including maintenance of the client 
database, opening case files, file maintenance and archiving/filing. 

 To administer filing including the opening, closing, storage and retrieval of client files. 

 Apply the highest standards of integrity and professionalism. 

Principal accountabilities include:  

 Providing a caring friendly and efficient service to clients and colleagues. 

 Accurate typing and efficient use of the case management system. 

 Efficient use of email, electronic fax and diary systems. 

 Receiving incoming correspondence and faxes. 

 Attending to clients both on the telephone and in person. 

 Making appointments, arranging meetings and maintaining an up to date diary. 

 Dealing accurately with filing and storage. 

 Setting up new files accurately and speedily on instructions from Fee Earners. 

 Assisting in reception duties. 

Skills and Experience 

 Fast and accurate typing skills. 

 Good organisation and planning skills, with an ability to prioritise workload effectively and 
work to tight deadlines. 

 Ability to work under pressure maintaining an efficient workload. 

 Good IT skills, including Word, Excel and case management software. 

 Personally efficient and well organised, with a high attention to detail. 

 Excellent interpersonal and customer service skills, including professional and friendly 
telephone manner. 

 Enthusiastic team player, able to work under their own initiative, with commitment to quality 
client care. 

The role has the potential to develop the right person. Whilst experience is preferable, full training will 
be provided. 

Please send your CV and covering letter to maria.piercy@allingtonhughes.co.uk 

 

 


