Employment Law Legal Secretary
Thomas Flavell & Sons Solicitors
Location: Leamington Spa 
Hours: Full-time, Monday to Friday, 9:00am to 5:00pm
Salary: Dependant on experience

Join Our Employment Law Team
This is an excellent opportunity for an ambitious individual who is looking to develop their career within employment law, working alongside an experienced solicitor on a varied caseload.
We are seeking an experienced and motivated Legal Secretary to join our Employment Law department in Leamington Spa and provide high-quality secretarial and administrative support to our fee earner.
This is an excellent opportunity for an experienced legal secretary looking to develop their career within a supportive and professional environment.
As a long-established Midlands law firm with a proud heritage and an exciting future, we combine traditional values of exceptional client care with a modern, forward-thinking approach to legal practice. We invest heavily in technology, legal software, and our people to ensure both our clients and employees receive the very best experience.
Our reputation has been built on trusted relationships, outstanding service, and a commitment to supporting our teams. We foster a positive, collaborative culture where knowledge is shared, achievements are recognised, and career development is actively encouraged.
If you are looking for a role where you can develop your skills, make a meaningful contribution, and build a long-term career within a supportive and progressive firm, we would love to hear from you.
What We Offer
In addition to a welcoming and supportive working environment, we provide a comprehensive benefits package including:
· Competitive salary
· Exam and study support, including study leave
· Enhanced annual leave entitlement
· Company sick pay scheme
· Private health insurance after 2 years of service
· Free conveyancing and wills, plus discounted legal services in other areas
· Bereavement leave
· Life assurance
· Employee discount scheme
· Company pension scheme
· Health and wellbeing programmes
· Regular social events and team activities
· Opportunities for professional development and career progression
· Enhanced maternity and paternity benefits
The Role
As an Employment Law Legal Secretary, you will play a key role in supporting the day-to-day operation of the department and ensuring an excellent client experience.
Your responsibilities will include:
· Audio and copy typing of correspondence, legal documents and reports
· Preparing and formatting employment law documentation, including settlement agreements, contracts of employment and tribunal paperwork
· Managing diaries, arranging appointments and coordinating meetings
· Handling telephone enquiries and assisting clients in a professional and friendly manner
· Opening new files and maintaining accurate electronic and paper records
· Managing incoming and outgoing post, emails and correspondence
· Preparing bills and supporting the billing process
· Assisting with file management, archiving and compliance requirements
· Providing administrative support to solicitors and other fee earners as required
About You
You will have a positive and professional approach, be comfortable working in a fast-paced environment, and enjoy being part of a collaborative team.

Essential Skills and Experience:
· Have previous experience as a Legal Secretary / Legal Assistant 
· Have a genuine interest in employment law
· Possess excellent typing and IT skills, including Microsoft Office
· Have strong organisational skills and attention to detail
· Be able to prioritise workloads and meet deadlines
· Demonstrate excellent client care and communication skills
· Be professional, reliable and able to work as part of a team
· Comfortable using CRM systems 
Personal Attributes:
· Friendly, approachable and client-focused
· Positive, proactive and enthusiastic
· Reliable and organised
· Calm under pressure
· A strong team player
· Committed to delivering outstanding client service
Why Join Us?
At Thomas Flavell & Sons, we believe our people are our greatest asset. We are committed to creating an environment where individuals can develop professionally, feel valued, and achieve their full potential while delivering exceptional service to our clients.
If you are looking for your next challenge within a supportive, modern and ambitious law firm, we would love to hear from you.

