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GARDEN COURT CHAMBERS LIMITED

JUNIOR FAMILY TEAM PRACTICE ASSISTANT
Reporting to:
Family Team Practice Manager
Job description

Duties
1. Opening all Family post and DX mail arriving in chambers, logging of same on the case management system and putting post in pigeonholes/passing it to clerks/informing barristers as appropriate – see standards charter.
2. Assisting with emails to the generic Family Clerks email, logging of same on the case management system and putting it in pigeonholes/passing to clerks/informing barristers as appropriate.

3. To assist in taking telephone calls to the Family Clerks team, taking bookings, making clear notes and referring on where appropriate.

4. Managing all advocates meetings in the Family Team diary including ensuring dial in details are provided/obtained and relayed to relevant parties.

5. Ensuring all fields are fully completed on the front screen of case records.

6. Ensuring that Public Funding Certificates are obtained and details entered on the case record when missing.

7. Ensuring all diary notifications for the following day are provided to counsel and relevant parties the afternoon before.
8. Downloading electronic case papers and saving on the relevant database.

9. Putting outgoing Family post in envelopes and franking it and taking mail to Post Office where required i.e. for special delivery items.
10. Putting outgoing Family DX mail in envelopes and stamping it.
11. Delivering and collecting documents to/from other chambers and courts as necessary, including lodging trips to local Courts.
12. Checking printer in the Family clerks’ room to ensure the paper is fully stocked for morning and evening and to clear printed documents on printer and pass to appropriate person. 
13. Checking standard forms used by barristers/clerks and ensuring that stocks are maintained.
14. Obtaining papers from barristers’ rooms.
15. Assisting Reprographics assistant in photocopying and sorting bundles as necessary.
16. Assisting with Court run if necessary.

17. Any other duties as decided by the Family Practice Manager.
Person Specification

At least five GCSEs at A-C level.
Previous experience of working in barristers chambers.
Good spoken and written English.
Excellent inter-personal skills.
Excellent telephone manner.
Enthusiastic and positive attitude to learning new skills.
