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Job Title:
Part-Time Legal Secretary - Aberdeen
Description
Due to a continuing increase in volume of work, we are seeking to appoint a highly motivated Legal Secretary to work within our Property Shop in Aberdeen.  The role presents an exciting opportunity to be part of a team focusing on residential work, undertaking the following duties:- 

Prepare and process legal documentation and forms, using case management systems and databases where applicable. 

Audio and copy typing.

Diary management. 
Communicating with clients and third parties. 
Document management and filing. 
Production of accounts and fees. 
You will further be required to carry out general administration and reception duties, when required.
In return we offer a friendly and supportive working environment with a strong focus on work / life balance and excellent career progression opportunities. 
Location
399 Union Street, Aberdeen.
Hours
Approximately 15 - 18 hours per week.  We can provide some flexibility on candidates preferred working days and hours. 

Q/E
Previous experience as a Conveyancing Secretary preferred.
The successful candidate should have excellent communication skills, a good work ethic and the ability to work independently and prioritise workload.
A good working knowledge of Microsoft Office and Case Management Systems desirable.

Salary 
     Competitive salary commensurate with experience and Raeburns Rewards (part of the 

     Sodexo Employee Benefits Scheme)
Applications in writing with your CV to hrmanager@raeburns.co.uk

All applications will be treated in strictest confidence.


It is our practice i) to acknowledge applications; and ii) issue written confirmation if your application is not to be progressed further.  However, on grounds of business efficiency, it is not our practice to provide any feedback to any candidate on any unsuccessful application and/or interview. 
