
 

 

Vacancy Details 

Role: Administrator - Knowledge Services  Location: Bristol 

Division: Operations Team: Knowledge Services 

Hours: Full time (9am  – 5.30pm) Term: Permanent Vacancy Reference:  217-BBL 

Summary:  

A varied secretarial/administration role in our Knowledge Services team, which provides our lawyers with access 

to legal and market information to help them be as efficient and effective as possible. 

 

The role:  

As a national law firm it is essential that our lawyers have easy, accurate and manageable access to a very wide 

range of information and training materials and that they are kept up to date with key legal and market 

developments. Our Professional Support Lawyers (PSLs), headed by our Director of Best Practice & Knowledge, 

are part of the team responsible for ensuring that this happens. 

In this role you will be responsible for providing a variety of secretarial and administrative support to assist the 

Director and PSLs in their roles. 

You will be involved in a wide range of activities related to document and information management. These will 

include: 

 Formatting documents, such as sophisticated precedent documents, knowledge updates and occasionally 

marketing literature, which have been drafted by the PSLs, to put them into our house-style;  

 Adding automation codes to precedent documents; 

 Creating and updating our intranet pages and setting up and helping to manage our client extranet sites 

(i.e. on-line internal and secure external knowledge sites); 

 Managing and updating various databases and excel spreadsheets; 

 Profiling submissions to our knowledge database and filing them correctly; 

 Processing arrangements for training and professional memberships, including liaising with lawyers and 

external organisations; 

 Generating monthly reports from our databases; and 

 Assisting the Director with various projects from time to time. 

You will also have a range of PA responsibilities including diary management, arranging meetings, travel 

arrangements, dealing with telephone enquiries, filing, typing and photocopying, to keep the Director and PSLs 

organized and working efficiently. 

Working in a small and friendly team, you may also be expected to help out other assistants and administrators 

from time to time. 



 

1858800-1 

About you: 

This is an established role, which will suit you if you love keeping busy, organizing things and people and have a 

really keen eye for detail combined with strong IT skills. 

You will be capable of handling a large and varied workload and, if you are a secretary, looking to leave behind file 

opening, billing and audio typing for a new challenge. We will expect you to be able to stay calm under pressure 

and to use your common sense and initiative to deal with the unexpected. 

You will already have a good knowledge of Microsoft Office products such as Word, Outlook, Powerpoint, Excel 

and Sharepoint. You will be using a number of different software systems so you will need a natural aptitude for 

picking up new IT packages. Accuracy is essential in many aspects of this role, as is following the correct 

procedures, so it would be useful to be obsessive about detail and making sure things are perfect and done 

correctly.  Some experience of working with intranets or html would be an advantage. 

You will also need to like helping people as you will have plenty of people to look after, often at the same time – so 

you will need to manage priorities and expectations to keep everyone happy. 

Experience in the legal sector would be useful but is not essential. You need very good written and verbal 

communication skills for this role as you will be dealing with people in every part of our business and at every 

level, by telephone and by email.  We will expect you to have at least 6 GCSE passes at grade C or above, 

including English and Maths. 

 

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 >> 

mailto:Careers@clarkewillmott.com?subject=Application%20for%20Vacancy%20Reference:%217-BBL%20(Knowledge%20Services%20Administrator)

