Date posted: 01 October 2026
Pay: Dependant on experience
Job Description: Private Client Legal Secretary
Location: Waterloo Place, Leamington Spa
Hours: Monday to Friday, 9.00am – 5.00pm 
Salary: Dependant on experience
Department: Private Client (Wills, Probate & Estate Planning)
Firm: Thomas Flavell & Sons Solicitors 

Join a Firm Where Your Career Can Thrive
Are you an organised, compassionate and detail-driven Legal Secretary with experience in Private Client work?
Do you thrive in a friendly, professional environment where your contribution genuinely makes a difference?
We are seeking an experienced and motivated Legal Secretary to join our busy and growing Private Client team in Leamington Spa.
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 a Private Client Legal Secretary, you’ll play a vital role in supporting our Wills & Probate team, ensuring an exceptional client experience and the smooth running of matters from start to finish.
This is a varied role and duties will include:
1. Legal Knowledge & Expertise
· Audio typing
· Drafting of simple Wills and LPAs under Fee Earner direction.
· Assist with drafting and preparing probate applications, OPG documents and other legal paperwork.
· Produce accurate documents, forms and letters on behalf of Fee Earners.
· Manage diary appointments and ensure documents are ready for client meetings.
· Support file opening/closing, archiving and compliance processes including AML checks.
· Filing, photocopying, and scanning documents on FE files and adding to case management system.
· Manage outgoing post and file administration.

2. Legal Research & Analysis
· Support Fee Earners by locating and organising legal documents and relevant materials when needed.
· Maintain well-organised digital and physical filing systems to ensure smooth access to information.
3. Client Service
· Communicate with clients, executors and third parties in a professional and empathetic manner.
· Take initial enquiries, handle inbound/outbound calls and update enquiry matters.
· Provide a warm, supportive service that aligns with the firm’s “Modern Law with the Human Touch” ethos.
4. Communication Skills
· Produce accurate audio and copy typing for letters, forms and legal documents.
· Draft clear, professional correspondence on behalf of Fee Earners.
· Liaise confidently with internal and external parties.
5. Problem Solving & Critical Thinking
· Identify administrative errors or inconsistencies and take proactive steps to resolve them.
· Escalate any concerns that might impact client matters or deadlines.
6. Ethics & Professionalism
· Maintain confidentiality and handle sensitive client information with discretion.
· Uphold firm policies, GDPR obligations, AML compliance and professional service standards.
7. Leadership & Management
· Manage own workload effectively and support Fee Earners by prioritising tasks accurately.
· Assist the wider team in maintaining workflow efficiency and organisation.
8. Commercial & Business Acumen
· Support efficient departmental functioning through accurate document production, scheduling and record-keeping.
· Assist with billing processes and ensure timely administrative support to Fee Earners.
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
· Previous experience in a private client legal secretarial role
· Fast and accurate typing skills
· Exceptional attention to detail and accuracy
· Excellent verbal and written communication skills
· Strong organisational, time management and multitasking abilities
· Good IT skills and confidence using case management systems and Microsoft Office
· The ability to manage competing priorities and deadlines effectively 
· A professional approach with integrity and respect for confidentiality
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.





Benefits:
· Additional leave
· Bereavement leave
· Company events
· Company pension
· Cycle to work scheme
· Employee discount
· Enhanced maternity leave
· Enhanced paternity leave
· Health & wellbeing programme
· Private medical insurance
· Sick pay
· Store discount

Work Location: In person

