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Role Profile

	1.
	Job Title
	Paralegal

	2.
	Function & Business Unit
	Runnymede Law

	3.
	Location
	London 

	4.
	Hiring Entity
	AMSL

	

5.
	Insurance Distribution Directive (IDD) Continuing Professional Development (CPD)
Requirements
	

IDD CPD - in scope (NO)

	

6.
	

Committee Roles
	Chair None

Member None

	

7.
	

Direct & Indirect Reporting Line
	Direct Line Manager
Jos Kirkwood

Indirect (dotted) Line Manager None

	

8.
	
Direct & Indirect Reports
	Direct Reports None

Indirect (dotted) Reports None

	9.
	Key Stakeholders
	Set out the details of the key stakeholders for the role

	


10.
	


Applicable Conduct Rules
	Individual Conduct Rules
1. You must act with integrity.
2. You must act with due skill, care and diligence.
3. You must be open and cooperative with the SRA and other regulators.
4. You must pay due regard to the interests of customers and treat them fairly.
5. You must observe proper standards of market conduct.
6. You must act to deliver good outcomes for retail customers

	
11.
	
Last Review Date
	
[insert date last reviewed]





Position Overview

The Role is to work as Paralegal for the Firm across various different areas In assisting in the day-to-	[image: ]

Essential Job Functions

Assisting conducting fee earner with current case load. Filing and file-keeping.
Providing administrative assistance for hearings and trials, including producing bundles. Performing research tasks using a range on online and traditional research resources. Liaising with third-parties via the phone and in writing.
Accurately completing and processing legal forms and other documents.
Preparing for and attending client meetings, taking notes and completing attendance notes, where required (including preparing bundles for counsel).
Assisting with disclosure exercises.
Assisting the wider Litigation department as required. Assisting conducting fee earner with current case load. Filing and file-keeping.
Providing administrative assistance for hearings and trials, including producing bundles. Performing research tasks using a range on online and traditional research resources. Liaising with third-parties via the phone and in writing.
Accurately completing and processing legal forms and other documents.
Preparing for and attending client meetings, taking notes and completing attendance notes, where required (including preparing bundles for counsel).
Assisting with disclosure exercises.
Assisting the wider Litigation department as required. Other duties may be assigned.

Qualifications

Law degree or Graduate Diploma in Law (GDL)

Experience

Previous experience of working within a litigation function
· Preferable but not essential
Functional/Technical Competencies

Excellent time management and organisational skills to enable efficient co-ordination of work.
The ability to communicate with clients and other stakeholders in a helpful and efficient manner, responding to client queries where appropriate.
Excellent interpersonal skills and the ability to work well within a team.
The ability to establish and maintain effective working relationships with colleagues and clients at all levels

The ability to interpret instructions correctly and act upon them Comfort using your own initiative
Excellent attention to detail with the ability to perform in deadline-orientated role Discretion and a sound understanding of client confidentiality.


Core AmTrust Behavioural & Professional Competencies (Employees)

Results Driven: Displays energy, determination and a sense of urgency to get the job done; understands the importance of meeting deadlines to achieve objectives; takes responsibility for organising own workload to ensure goals are met; identifies barriers or issues that might impact adversely on getting the job done and is proactive and innovative in resolving problems and finding solutions; strives for excellence.

Adaptable & Open to Change: Demonstrates a willingness to adapt and change according to circumstances; is able to comfortably handle ambiguity and changes in priorities; identifies the requirement to demonstrate flexibility for the wider benefit of the department and the business; supports change and the drive to continuously improve.

Relationship Management & Customer Focus: Builds and maintains strong internal and external customer and other relationships as relevant to role; is able to effectively understand and support customer needs while balancing business needs; takes responsibility for meeting agreed service levels and other commitments.; strives to deliver excellence and innovates to deliver solutions; ensures that all our customers are treated fairly and receive good outcomes in accordance with our regulatory requirements.

Risk Management: Is able to understand and identify common types of business risks for their functional or business area; actively supports the maintenance of an effective control environment; takes timely remedial action as may be required to prevent or minimise loss; proactively escalates risks to the appropriate party; supports continuous improvement in the management of risk.

Collaboration: Demonstrates respect and integrity in all collaboration with others; works with rather than competes with others in the business to achieve company goals; builds trust through open communication; adapts style and messaging appropriately; seeks out and listens to the opinions of others; supports team building and an inclusive culture that values diversity.

Continuing Professional Development: Proactively keeps up to date with regulatory and professional changes; maintains the required knowledge and skills to perform in post and undertakes all required / mandatory training; ensures that annual learning and development plans and Continuing Professional Development (CPD) obligations are achieved.

AmTrust Values
Integrity, Responsibility, Inclusion and Teamwork.
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