WILSON SOLICITORS LLP
BILLING ASSISTANT

JOB DESCRIPTION

1. BILLING

	Definition:
	Costing files and preparing claims under our Legal Aid contract with the Legal Aid Agency

	
	

	Activities:
	Drafting computerised claims

	
	Ensuring appropriate Legal Aid Agency requirements are complied with


	
	Completing spreadsheet and paper records

	
	Drafting claim forms for Legal Aid Agency assessment, and related activities
Preparing assessment bundles to send to the Legal Aid Agency

	
	

	Required Standard:
	Ensuring billing deadlines are met and Legal Aid Agency requirements are upheld

	
	


2. ADMINISTRATION

	Definition:
	Assisting in the good administration of the firm 

	
	

	Activities:
	Assisting in the maintenance of computerised databases, file storage and central records etc.


	
	Producing reports, as required
Reception and switchboard cover when needed

Assisting the Immigration department with new private client enquiries


	
	

	Required 
Standard:

	Completing tasks efficiently and on time to the standard agreed with supervisor


	
	


3. TRAINING
Full training in all the above areas (as required) will be provided on commencement. It will be expected that that training is then passed on to new staff members as and when required.

4. SKILLS REQUIRED
Good administrative, oral and written communication skills
Good telephone manner
Time management and organisational skills; ability to manage self with limited supervision and to tight deadlines
Numerical skills compatible with the role
IT skills/ability to process information using relevant software (including databases and spreadsheet packages)
A basic understanding of cost drafting practices in a legal environment is desirable
