
 

 

Vacancy Details 

Role: Paralegal Location: Birmingham 

Division: Private Client Team: Private Capital 

Hours: Full time (9am to 

5.30pm) 

Term: Permanent   Vacancy Reference:  225 - PBM 

Summary: 
  
A paralegal role covering the full private client workbase including Wills, Probate & Trust. 
 
 

The role: 

Our growing Private Capital team has an opportunity for a paralegal to join the Birmingham practice. The work is 

varied and rewarding, with a good degree of autonomy and encouragement to develop. 

Under supervision you will deal with the drafting of Wills, trusts and Lasting Powers of Attorney and deal with 

estate administration.  You will develop your experience in these areas and, in time, handle your own cases. 

You will support and protect the needs of the individual on a wide range of issues including care arrangements 

and financial planning/management. 

The Private Client team is one of our larger teams at Clarke Willmott, and handles Lifetime Planning, Probate and 

Tax and Trusts. We are a sociable, friendly team – busy and hardworking, but we ensure a good work/life 

balance. 

Reporting to Fiona Debney, Partner within Private Capital, you will be encouraged to become strongly involved 

within the local marketing networks and you will be encouraged to participate in our programme of events held bi-

annually.  

The role will involve travel to visit clients and court in the local area. 

About you: 

You will have a caring nature, seeing this role as more than a ‘job’, taking your responsibilities to our vulnerable 

clients very seriously, whether the task is big or small. When it comes to individuals’ lives, every detail matters, so 

you will be someone who considers the wider implications of what you do, and who likes to go the extra mile. 

You will be personable, approachable and with a genuine interest in dealing with individuals and their families.  

This role involves some basic accountancy skills for reconciling client accounts, so good numeracy skills and a 

competent knowledge of Microsoft Excel is important. You will also need strong written and oral communication 

skills, being able to adapt your style to communicate effectively with a wide range of professional and lay people. 

You should be educated to degree level (or equivalent). As you will be assisting clients in managing their affairs 

and have responsibility for drafting court documents. You will be exceptionally organised and used to working 

efficiently and accurately, in a busy and varied role. You pride yourself on your professionalism, with a personal 
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touch and a high standard of honesty and integrity. 

We are open to candidates from a variety of backgrounds. You may be a law or LPC graduate or experienced 

paralegal. Equally, you may have a degree from a different discipline, but have an interest in care or court of 

protection work, with a background in accounting, financial planning or the care sector (mental health, adult social 

care etc). You may even have gained your experience as a primary carer where you have had responsibility for 

managing financial arrangements as well as providing personal care. 

What is important is your attitude, personality fit and interest/knowledge in private client work.  Training will be 

provided to enable you to succeed in this role and make a real difference to the lives of our clients. 

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. 

Having enjoyed significant growth in recent years, we now have over 500 people, including over 100 partners and 

we are continuing to grow.   

Our Private Capital team in Birmingham comprises 3 lawyers in total and is part of a much wider team across our 

offices in Bristol, Taunton and Southampton of 38 lawyers (including 10 partners) plus additional support. Highly 

regarded in all the regions where we operate, the team has extensive expertise in personal tax planning, elderly 

care issues, mental capacity and social welfare and Court of Protection issues in addition to its work in wills and 

probate. 

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. 

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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