Paralegal – Abuse Compensation Claims
(CICA Department)
Location: Office based - Orchard View 112 Street Lane Leeds LS8 2AL
Permanent, Full Time
Salary dependent on experience 


Job Purpose 

To work within the CICA Department, managing a caseload of abuse compensation (scheme) claims to efficiently and effectively progress, conclude and maximise the compensation award in abuse scheme claims. There is scope in the role for progression by building knowledge and experience.

Main Responsibilities

· Maintain a high standard of client care for both new and existing client’s to ensure repeat business and recommendations. 
· Accurately obtaining client information and claim details. Handling new and existing matters from the outset, to completion.
· Setting up files and opening new cases on the case management system
· Communicating internally with CICA team, support staff and finance department and externally with clients, abuse schemes and other third parties. 
· Using the case management calendar system to plan and prioritise case and file management so deadlines are met and compensation maximised. 
· Updating the case management system
· File maintenance of routine correspondence and telephone calls, legal drafting and ensuring full compliance with CICA schemes.
· To adhere to the firm’s financial policies of billing and invoicing
· File closure and archiving
· To train and develop relevant knowledge, techniques and skills
· To assist in providing holiday cover for colleagues in CICA department 
· Any additional duties that may be required to assist the running of the practice

Person Specification
Essential Criteria Required

Experience
· Experience of working in a client/customer facing or customer service role
· Experience communicating to clients or third parties on the telephone
· Experience in an office setting 
· Experience using databases and computer management systems and Microsoft office (word, excel, outlook)

Skills
· Excellent organisation and time management skills to effectively manage conflicting priorities 
· Excellent communicator who can politely take lead in a conversation
· Capable of using diplomacy, tact and sensitivity when dealing with others 
· Good English language skills
· Excellent team player who can get on with others
· Ability to handle sensitive information 
· Ability to work autonomously
· Good information technology skills - must be adept in use of MS Office, particularly Word and Outlook, and ideally case management systems to a basic level, internet and email. 
· Possess commercial awareness

Behavioural characteristics

· Taking ownership for informed decisions and delivering quality outcomes 
· Ability to use initiative and be pro-active in their work.
· Commitment to continuous improvement and providing a high-quality service 
· Ability to inspire and motivate self and colleagues
· High degree of personal integrity and commitment to fairness, diversity and equality
· Genuine willingness and desire to progress themselves and the department/business they work within

Desirable Skills Required

Experience
· Experience working in an office setting, preferably in a Law firm

Interested?  If you feel that you possess the relevant skills and experience for this position then please send your cv by return.
