
 

 

 

 

 

 

 

 

 

 

Reporting to:  Facilities Manager 

Location:   Brentwood  

Responsible for:  No direct reports 

Special requirements: This position is predominantly based in the Brentwood office, although 
travel to other Tees offices may occasionally be required. Access to a vehicle is preferred. 
  

Main Purpose of the role  

A varied Role supporting both the Archiving and General Office Team Leaders. 

Extensive handling of the firms incoming mail using cutting edge technology to scan and 
electronically distribute documents to all the firm’s offices as well as manually distributing the 
most important original documents. 

Providing a quality archiving service to the business coordinating the retrieval and delivery of 
our clients’ documents between our external archiving partners and our Legal Teams. 

With extensive use of the firms IT systems, this role requires someone able to work 
independently but also as part of this vital team. 

Prioritization, effective time management and working to deadlines are a key part of this role. 

 

 

Job Description: 

Operations Admin Assistant 



Main Responsibilities 

 
As part of this very busy team, there are several facets to this role which include: 
 

• Manage administration and retrieval of Wills, Deeds and File Documents. Including 
accurately recording the up-to-date location of files/documents on our IT systems.  

 

• Build and maintain an effective working relationship with our Archiving partner 
company, to ensure we deliver a first-class archiving service to the business. 

 
• Work closely with your colleagues in the team, using the firms Scanning and Practice 

Management Systems ensure that all the firm’s incoming post is processed and delivered 

to our Lawyers in the most expedient way.  On occasion uploading to the post to the 

client’s file. 

 

• Handling Outgoing post, including some aspects of printing. 

 

• Carry out occasional manual handling tasks (manual handling training will be provided), 

such as moving files/boxes. 

 

• Co-ordinating Office Supplies. 

 

• Using the firms new Support system, monitor incoming tasks and requests ensuing that 

these are completed in a timely way and communicating with our ‘Internal customers’ 

throughout the process.  A keen eye to spot trends should they arise and to produce 

reports for reporting to these to your manager. 

 

• Feeding thoughts and ideas to the Management about enhancing the new support 

system or the business processes in the team would also be encouraged and welcome. 

 

• A highly collaborative team, meaning that we often cover each other’s duties in the event 

of holidays and sickness, this is essential to the role. 

 

• Be prepared to travel to other Tees offices if required to do so. 

 

• Maintaining all work areas in a tidy and orderly manner. 
 

• Undertake other duties as assigned by Archiving Team Leader/General Office Team 

Leader and/or Facilities Manager. 

  



 

Person Specification Essential/ 
Desirable  

Definition 

Communication Essential Confident, clear, and articulate communication skills both 
orally and in writing  

Well presented, appropriate to a professional business 
environment 

Pleasant telephone manner, speaks clearly and fluently 

Planning and 
Organising 

Essential Ability to work in a planned and organised way, but could 
multitask and manage a variety of requests at one time 

Manages time effectively, monitors and maintains quality 
and productivity 

Methodical, accurate and consistent even when under 
workload and/or time pressures 

Working with others Essential Adapts and fits in well, able to work independently and 
within a team, finds things to do to help others when 
capacity allows 

Ability to build effective relationships with supervisors, 
managers, staff, and clients 

Act in an open and approachable manner, has an awareness 
for the need for confidentiality 

Technology Essential Computer literate. Experience using Microsoft office  

Customer focus Essential Professional, polite, enthusiastic, and welcoming approach 

A willingness to assist colleagues and clients achieve 
successful outcomes 

Deciding and acting Essential Has a proactive approach and will take responsibility for tasks 
and issues 

Capable of taking initiative and finding solutions to problems  

Awareness of level of responsibility and when and how to 
escalate issues appropriately 

 
 


