
 

Vacancy Details 

Role:  Administration Assistant Location: Southampton 

Hours: Full time (37.5 hours per 

week) 

Term: Permanent Vacancy Reference:  235-SSN 

Summary: 

An Administration Assistant role within the Commercial Property team has become available to support the team.   

The role: 

Our Southampton commercial property team is going from strength to strength with the quality and volume of new 

clients and work. As part of a local 3 partner team you will have plenty of guidance and encouragement from 

highly regarded lawyers and secretaries.  

You will provide a high level of admin support to the commercial property team.  This role covers the tasks 

typically required of an administration assistant but will vary depending on the exact requirements of the fee 

earners you support. 

You will be expected to carry out typing dictations, dealing with telephone queries and filing.  You may also be 

asked to arrange payments in and out and transfers between accounts.  

Other clerical activities such as file opening and closing; scanning and taking messages from clients as and when 

necessary. 

You will be joining an ambitious and enthusiastic team which is determined to provide the best possible results for 

its clients, yet which remains a friendly, supportive environment which will encourage you to develop. 

About you: 

You will have strong social skills enabling effective communication with people on all levels.  Excellent verbal and 

written communication skills are essential to the role also.  You will have effective time management and 

organisational skills and the ability to work under pressure and to tight deadlines to produce work of a high 

standard.   

Being a fast learner who welcomes new challenges and responsibilities and always strives to be friendly and 

respectful whilst retaining the professional objectives of the task in hand. 

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 90 partners and 
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we are continuing to grow.   

Our commercial property team in Southampton is part of a much wider (20 partner) team across our offices in 

Bristol, London, Birmingham, Manchester and Taunton.  Highly regarded in all regions the team in Southampton, 

headed by Peter Swinburn, is widely admired in the community, drawing high praise from peers and clients. 

Sources describe him as "proactive and thorough, exceptionally hard-working and also very 

responsive."(Chambers and Partners). The commercial property team sits within a larger Property Division of over 

120 people firm-wide. 

Our Southampton office has grown substantially over recent years and now has around 80 people providing a 

wide range of legal services to corporate and private clients. Situated a few minutes from the M27, north east of 

the city, the office is easy to access and has free parking.  

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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