WILSON SOLICITORS LLP
BILLING ASSISTANT
PERSON SPECIFICATION 
_____________________________________________________________________
Essential requirements

1. Academic qualifications / experience:

1.1 6 GCSEs (or equivalent) at Grade B or above (including English and Maths)
1.2 3 A levels (or equivalent) at Grade C or above
2.
Practical skills:

2.1 Time management skills

2.2 Ability to communicate clearly and effectively in English

2.3 Numeracy skills / computer literate
2.4 Ability to prioritise own workload

2.5 Ability to work as part of a team

2.6 Ability to deal effectively with third party organisations, such as barristers’ chambers and the Legal Aid Agency
2.7 Experience of using Microsoft Office including, Excel, Outlook and Word

2.8 Good telephone skills

3.
Desirable requirements:

3.1 Undergraduate degree or equivalent in any discipline with at least a 2.1 final classification. Or to be currently doing an undergraduate degree, including part-time.
3.2 Undergraduate or postgraduate studies relating to Immigration, Family or Public Law and Human Rights
3.3 Previous work experience in Immigration, Family or Public Law and Human Rights (including voluntary or campaigning work)

3.4 Experience of billing / administrative work in a law firm or similar environment

3.5 Experience of casework in a law firm or similar environment

3.6 An interest in a career as a caseworker in Immigration, Family or Public Law and Human Rights, leading to qualification as a Solicitor in one of these areas
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