
 

 

Vacancy Details 

Role:  IT Service Administrator Location: Bristol 

Hours: 37.5 per week Term: Permanent Vacancy Reference: 204-BBL 

Summary:  

 
A busy and varied role supporting the daily functions of the IT Team as well as working closely with the Head of IT 
to deliver consistent service. 

The role: 

As IT Service Administrator, you will work closely with the IT Management Team to ensure we are delivering a 

consistent service and supporting the needs of our lawyers and support professionals based in over 7 UK offices. 

Assisting the Head of IT the wider IT team with managing our advanced IT and communications support, we are 

looking for an experienced administrator who will become a key part of the team.   

You will take responsibility for a wide range of administrative duties, helping us to manage our hardware, software 

and external contractors as well as assisting with the use of resources, project work, planning / scheduling, 

business process, budget allocation, and business as usual operations.  

We will look to you to help the team be better organised and more efficient than ever before.  

Your responsibilities will be varied but will include: 

 Providing project support, delivery and running small projects; 

 Assisting the Head of IT with budget / expenditure management, analysis and allocation; 

 Maintenance of telecommunications including landline and mobile phone numbers are operational 

and reporting on usage, service and billing issues; 

 Management of IT stock / assets, to include administration relating to purchasing / delivery of 

hardware, software and leased assets, maintaining registers of assets, retrieval of items from 

departing employees and maintaining databases of suppliers; 

 IT service transition, support and operational service reviews; 

 Producing and contributing to a range of reports across multiple business practises; 

 Proactively supporting and overseeing contract and supplier reviews; and 

 General administrative duties to support the team. 

Working closely with the Head of IT and other IT Managers, you will become a central part of the team and relied 

upon to help them deliver their plans for improvement. 

About you: 

We are looking for a talented, enthusiastic administrator, who is used to juggling a busy workload, and will provide 

a first class support service to our IT team. 

This role would suit if you are exceptionally organised and proactive, with a can-do attitude, and someone who 
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takes pride in your ability to multi task and thrive under pressure. You will be someone who looks for ways to 

improve systems and has ideas for solving problems. 

A minimum of 2 years’ experience of working within a similar IT based role is essential for this role. If you have 

experience of working for a law firm, this would be a significant benefit. Similarly, experience of managing / 

maintaining budgets would also be advantageous. 

You will have excellent communication skills - both written and verbal, with excellent spelling and grammar. 

Naturally we expect you to be IT literate (ITIL qualified ideally), proficient with the usual Microsoft packages, and 

advanced at using Excel (i.e. competent at managing / filtering data, pivot tables, etc.)   

If you are a team player, who would like to join a friendly and sociable IT team in a continually expanding national 

law firm, we would very much like to hear from you. 

About us: 

Clarke Willmott LLP is a national law firm with offices in Birmingham, Bristol, Cardiff, London, Manchester, 

Southampton and Taunton. We provide a wide range of legal services to corporate clients, organisations and 

individuals. Our Bristol office is based in attractive riverside offices in the city centre which house over 200 

colleagues. 

Having enjoyed significant growth in recent years, we now have over 500 people, including over 90 partners and 

we are continuing to grow.   

As a firm we are known for providing a supportive and positive place to work, with an open and collaborative 

culture. In our most recent (late 2014) staff survey, over 86% of respondents said they would recommend us to 

family and friends as a place to work and 98% agreed that they had strong working relationships with their 

colleagues. The UK Law Firm of the Year 2016 survey by RollonFriday.com placed us fourth nationally as a place 

to work (moving up from fifth place in 2015), coming second overall for management and top for work/life balance. 

We have recently been scored as one of the 9 top performing firms in the Legal Week’s Best Employers’ Survey 

2016.   

Apply: 

If you would like to apply for this vacancy, please send us your CV, together with a covering email / letter using 

this link. 

 

(If you have any difficulties with the link, you can email your application to us at careers@clarkewillmott.com) 

 

Apply >> 
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