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Private Client Legal Secretary
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Company: QED

Location: Croydon

Category: other-general

I am currently working with a well-established law firm based in Croydon who is looking

for a skilled Private Client Legal Secretary to join their esteemed team. This is a full-

time, permanent position, based in their office. They are looking for someone with

current experience in a law firm setting, capable of providing essential support to the

Private Client department. 

As a Legal Secretary, you will provide vital support to the Senior Partner in the Private

Client department.

Key responsibilities include:

Managing diaries efficiently.

Handling audio transcription accurately.

Communicating effectively with clients.

Organizing and managing client files.

My client is looking for someone with a minimum of 3 years experience working as a legal

secretary and possess a strong understanding of Wills, Probate matters and Powers of

Attorney. 

In return you will receive a competitive salary, career progression and a range of other

benefits. 
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