
 

 

Vacancy Details 

Role: Cashier Assistant Location: Bristol 

Department: Finance Team: Cashiers 

Hours: Full Time Term: Fixed Term 

Contract – 6 months 

Vacancy Reference: 266-BBL 

 

Summary:  
 
To assist the Accounts Manager with the maintenance of accurate and timely financial ledgers. 
 

The role: 

Working as a Cashier Assistant, you’ll be part of a friendly, approachable & professional team, based within a 

larger Finance Department in the Bristol office.  The team provides a cashiering service to all of the Clarke 

Willmott offices. 

Within this role, you’ll be responsible for carrying out administration and cashiering duties in a friendly and helpful 

manner.  The distribution of specific tasks associated with the role and how the job is performed may change 

slightly from time to time as the needs of the LLP change but your main duties will include:   

 Banking - including processing and depositing of daily banking at HSBC, reconciliation and recording of 

daily cheque logs and investigation and allocation of unallocated electronic payments received. You will 

also be processing and printing authorised cheque requests and assisting with bank reconciliations; 

 

 Dealing with matter ledger related queries and payment enquiries from clients; 

 

 Processing client account receipts on the firms accounting system; 

 

 Reporting on and seeking authorisation of unpaid disbursements; 

 

 Working in accordance with the Solicitors Accounts Rules; and 

 

 General administrative duties including filing and archiving. 

 

About you: 

We are looking for someone with administration experience preferably from within a finance team. 

Enthusiasm, ambition and motivation to learn about our processes is vital and full training and support will be 

provided. 

Communication forms a major part of this role as you will have regular contact with internal stakeholders including 

partners, lawyers and other colleagues as well as external clients. You will need to demonstrate tact, 

professionalism and integrity in both your conversations and emails. 

You will need a working knowledge of Microsoft Excel and preferably experience of banking, finance or legal client 
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administration.  Strong attention to detail is required. 

You will also be extremely organised and have the ability work efficiently and independently while asking for help 

and escalating issues when required. 

You should be able to demonstrate a solid level of academic achievement, with a minimum of 6 GCSE passes at 

grade C or above (or equivalent), 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.  

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

culture. 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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