Job description

Role Legal Assistant/Paralegal
Department Family
Reporting to Head of Department

About Hunters

We are an award-winning law firm looking for a Paralegal/Legal Assistant to work as part of the team in the
Family Department.

Named as one of The Times' Best Law Firms (2020-2025), Hunters Law LLP is situated at the heart of legal
London in Lincoln's Inn. We are a full-service Firm well known for our private wealth, property and family law
practices, in addition to our other specialist offerings (including Art, Heritage Law, Company & Commercial
and Charity Law) as well.

Our clients include private individuals, businesses, trusts, charities, and various other organisations; each
expects the personalised attention and high standard of expertise that define our reputation.

Of course, as a top-ranked firm we're often first in line for high profile cases. However, because we take the
time to get to know our clients properly, we're never short of engaging work at every level. All our clients have
a dedicated partner and team, which means we prioritise working collaboratively — and you won't find much
hierarchy behind closed doors.

The Family team are Band 1 ranked in the Chambers High Net Worth Directory 2025. The team were also
shortlisted for the LexisNexis Family Law Awards 2025 and won the Family Team of the Year Awards (Winter
Edition) for Chambers UK in December 2025.

The role involves providing paralegal support to Amy Scollan and the fee earners supporting her files. When
capacity allows to also provide support for other partners in the department.

Experience

A law degree or other legal qualification, and a minimum of one year's experience of working as a Paralegal in
Family law.

Skills & Competencies

O Professionalism: Behaviour and appearance

¢ Communication: Confident, articulate, flexible and calm; able to convey messages in an appropriate
manner; know how to approach clients; Court officials etc
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¢ Organisational skills: Able to manage own workload reliably; meet deadlines with accuracy and
attention to detail; manage case files and other documents in an orderly manner in a largely paperless
environment.

O Other key skills: Able to engage with clients in meetings and converse over the phone and email; to take
instructions from partner and from other team members and sometimes directly from clients; problem
solving and use of initiative; attention to detail is key throughout all work with ability to work efficiently;
desire to engage in litigation.

Team Player: Willingness to help and support others.
O Discretion: Able to maintain confidentiality and a high level of discretion at all times

O IT proficient: Will be expected to be proficient (immediately or in a short space of time) in the following:
- Microsoft Office
- iManage
- P4W (finance package)
- Kappris PDF software
- Bundledocs (bundling software)
- Quantum (Family law court forms)
- Land Registry portal
- Smartsearch - ID for client onboarding
- Docusign
- Big Hand (Digital Dictation)
- Practical Law/Lexis Nexis

Responsibilities

The successful candidate will act as a key point of contact for this practice area within the Family Department.
This is a varied and busy role, with responsibilities ranging from effective diary management to attending
client meetings and assisting with casework as directed.

Specific responsibilities are likely to include:

Administrative and Document Support

O Providing general support to partners and associates with the preparation of case documents and
correspondence

O Producing and reformatting documents to ensure consistency with house style

O Collating and preparing court bundles and other document bundles

O Preparing forms using Quantum

O Assisting with preparation for meetings and attending internal meetings as required

0 Taking telephone calls and messages on behalf of fee earners

Case and File Management

O Opening new files and assisting with AML/CDD compliance processes

O E-filing and ensuring documents are saved correctly to iManage in line with house style
O Generating template correspondence and draft documentation

O Overseeing court portal cases and diarising key dates for partners

Diary and Inbox Management
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0 Managing diaries and inboxes for fee earners
O Monitoring inboxes, flagging outstanding emails, and following up where required
0 Liaising with partners regarding inbox capacity and priorities

Client and External Liaison

Liaising with clients as required by partners and associates

0 Coordinating meetings between clients and fee earners

O Liaising with the court (by phone, email, or in person as required)
0 Liaising with Counsel's Chambers and clerks
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Finance Support
O Preparing posting slips for receipts and payments
O Assisting with the billing process

General Support
O Assisting with marketing and business development activities as required
0 Undertaking ad hoc duties as requested by team members
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