
 

  
 
 
Job Description: 
Paralegal  

 
Reporting to: Head of Team  
 
Location: Royston  
 
Department: Residential Property Team  
 
Responsible for: No direct reports  
 
Special Requirements: This post is office based but will involve out of office activity and travel 
from time to time.  
 
Access to a vehicle may provide additional flexibility within the role. Flexibility of working hours 
will be required to meet client’s needs.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Main Purpose of the Role 
 
Provide a quality, tailored and supportive legal service to a range of clients.  
Assist current clients with their specific needs in Residential Property  
To work as part of a team and offer support to Residential Property Fee Earners on the full range of 
conveyancing tasks and duties  

 



 
 

Main Responsibilities 
 
Responsible for managing a mixed caseload of client matters subject to appropriate supervision.  
 
Assisting and enabling others in the team to achieve financial targets and where required to 
meet own time and financial targets including time recording.  
 
Delivering legal services in a manner which is cost efficient for both the client and the firm. 
Using technology to enhance performance.  
 

Residential Property Services  
 
Assists the delivery of and maintain high quality standards within the conveyancing team. 
Provides a high quality service to Tees clients, conduct research relevant to the role and deliver 
business needs and expectations.  
 
Opening, preparing and managing files and bundles. Drafting contracts, checking titles, 
preparing initial reports to clients on initial paperwork and documentation on behalf of fee 
earners to agreed deadlines.  
 
Applying for and reporting on local searches, chancel, environmental, plans searches and 
drainage searches, index map searches and any other relevant searches.  
 
Liaising with clients, agents and lenders and providing quotes to clients.  
 
Undertaking and confirming exchange of contracts and advising parties thereafter including 
standard application for redemption monies, applications for new mortgage monies, advising 
agents.  
 
Preparing and approving transfers and attending to completion requisitions for and on behalf of 
fee earners.  
 
Applying for and reporting on pre-completion searches. Chasing up and monitoring the release 
of funds and obtaining redemption figures. Confirming completion on behalf of Fee Earners.  
 
Preparing and finalising Stamp Duty Land Tax Returns, land registration and dealing with 
discharge of registered charges.  
 
Preparing completion statements and invoices and archiving of files.  
 
Provides the line manager with regular updates on conveyancing issues and deals with 
complaints appropriate to job role, escalating where appropriate.  
 
Produce reports, updates and attend meetings as directed by the head of department. Perform 
such duties as directed by advisors and managers in deliverance of conveyancing and business 
objectives.  



Recording both chargeable and non-chargeable time and meeting fee targets set.  
Manage and monitors own workload. Ability to work unsupervised with little reference to the 
line manager on day to day issues.  
 
Undertake any other reasonable duties from time to time allocated to the role. 
 



Person Specification Essential/ 
Desirable 

Definition 

Relevant or 
equivalent legal 
role 

Essential 
 
 
 
 
 
 

 Is passionate and enthusiastic about their area 
of specialism 

 Delivers high quality legal services on own 
initiative. 

 Proven track record in delivering Residential 
Property work and a wide range of experience. 

Customer service 
and community 
focus 

Essential  Demonstrates passion for and delivers a high 
level of client service including responsiveness 
and accessibility. Innovative, positive and client-
focused attitude.  

 Appreciates their role within the local 
community and makes a positive contribution 
to the Firm’s Corporate and Social 
responsibility. 

 

Standards Essential  Sets and strives for high standards throughout 
their work. 

 Demonstrates integrity, shares knowledge, 
supports and promotes colleagues.  

 Maintains continued professional development 

Planning and 
Organising 

Essential  Manages own time effectively, is organised and 
prioritises work efficiently. 

 Adheres to the firm’s procedures for file 
management and reporting. Monitors and 
maintains quality and productivity of work. 

 Works effectively and efficiently and is able to 
work under pressure and to deadlines. 

 

Equality and 
Diversity 

Essential  Is aware of client needs. Respects others 
cultural viewpoints and perspectives, is 
constructive and understanding. Demonstrates 
empathy and is respectful.  

 Demonstrates an awareness of pertinent 
cultural issues both within the firm and the 
wider environment.  

Working with 
others 
 
 

Essential  Establishes positive professional and effective 
relationships. Delegates appropriately and 
effectively. 

 Works independently, as a member of a 
designated team and as part of the firm. 

 



 

Commercial 
awareness 

Essential  Aware of the importance of correct time 
recording. 

 

Technology Essential  Computer and web literate and other new 
media, strong ICT skills  

 Uses technology and other resources available 
to achieve objectives 

Presenting and 
communicating 
information 

Essential 
 

 Communicates well both orally and in 

writing  

 Pleasant telephone manner, speaks 

clearly and fluently.  
 Presents a professional image to clients 

and associates.  
Innovation  Essential  Uses initiative to seek out suitable technical 

solutions.  

 Handles problems in an innovative way 
 

Research Essential  Demonstrates excellent research skills and an 
attention to detail.  

 

Business 
Development and 
Marketing  
 
 

Desirable/ 
Essential 

 Is able to undertake (or relishes) marketing 
opportunities including networking, writing 
articles, and giving presentations.  


