Legal Department – Administrator & Team Support
Since our formation in 2009 we have grown into an award-winning business. Based in Warrington we
support customers nationwide. We describe ourselves as a fast-moving, innovative and people focused
organisation. We're good at what we do, but there is always room to improve which is why we're serious
about investing in our people.

The role:

As Administration and Team support you will be working within the Legal department assisting the team of
advisors and legal processors. In this role you will be collating and chasing paper work, whilst maintaining
and updating our in-house CRM system. You will be expected to prepare letters to clients, inbound and
outbound calls, filling and scanning and other generic office duties.

The person:

Through being positive and friendly you will build rapport with clients whilst providing a professional
service. We pride ourselves on delivering a high-quality service which is customer focused. We want a team
player who is ready to perform.

What can we expect from you?









Reliability - Be someone who we can depend upon on to deliver for the team and our
customers
Positivity - Make the last call of the day sound like your first call
Work Together - Be part of a fantastic team and achieve together
Motivation - Achieve your potential with uncapped commission
Grow - Develop within your role and grow with our business
Inspire - Share your ideas to improve the way we do things
Co-ordinator – Able to plan and forecast
Communicator – Demonstrate high quality skills

Key Responsibilities:





Assisting the legal team on daily tasks
Chasing paperwork to ensure all documentation is present for the process team
Preparing letters for court hearings, pre-court and debt recovery
Taking inbound and outbound calling

Skills:




Excellent communicator
Outstanding negotiator
Highly organised

What will you get in return?








Salary £18,000 pa + Commission
Pension Scheme
Company reward scheme including: length of service awards, peer to peer recognition, suggestion
scheme and employee of the month & year awards
Free fruit, tea and coffee
Refer a friend reward scheme
Company social events including: summer parties, team nights out & much more
Make a difference day – 1/2 paid day off work to volunteer at a charity of your choice

Why LegalforLandlords?
At LegalforLandlords we work hard and we're constantly developing - our people, our processes and our
technology and we all share the same goal; to consistently deliver a seamless, easy and enjoyable
experience to each one of our customers and employees.
You can be certain that with LegalforLandlords you're always learning new things and creating new
opportunities for yourself. We really believe in our people & strive to ensure you reach your full potential.
So if you're excited about a new challenge, want to work in a fast paced environment, with a team of likeminded people, you're in the right place, please email your CV to recruitment@legalforlandlords.co.uk.

