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Private Client Paralegal/Probate Technician
Job description

Reports to: Head of dept/ Associate/Senior Associate

The Role

To support Fee Earners in the Wills & Probate team by providing legal, administrative, and client-care support in the preparation of Wills, LPAs, estate administration and related private client matters, while developing core competencies in line with the Thomas Flavell & Sons framework.


Legal Knowledge & Expertise
· Draft Wills, Lasting Powers of Attorney and other legal documents under supervision.
· Assist proactively with estate administration, including gathering asset and liability information and drafting PA1P/A or online probate applications.
· Obtain and collate figures and personal details needed for probate submissions.
· Draft and maintain Schedules of Assets & Liabilities and Estate Accounts.
· Open and manage case files in line with firm and regulatory requirements.
· Support with billing, file opening/closing, archiving and compliance processes.
· Monitor key deadlines to ensure timely submission of documents.

2. Legal Research & Analysis
· Conduct research on inheritance tax, trusts, probate procedures and related areas.
· Summarise relevant findings to support Fee Earners’ understanding of complex issues.

3. Client Service
· Liaise professionally with clients, executors, beneficiaries and third parties such as banks, share registrars, pension providers, insurers and HMRC.
· Provide clear updates, respond promptly to queries and help manage expectations.
· Support Fee Earners in client meetings and follow-up correspondence.

4. Communication Skills
· Draft accurate correspondence, documentation and file notes.
· Communicate clearly with clients, colleagues and third parties, adapting tone as needed.
· Maintain accurate time-recording and task updates.

5. Problem Solving & Critical Thinking
· Identify missing information, potential issues or inconsistencies in estate data.
· Escalate complex matters promptly to the Fee Earner and propose solutions where appropriate.

6. Ethics & Professionalism
· Maintain confidentiality at all times when handling sensitive client information.
· Adhere fully to firm policies, SRA requirements, GDPR and departmental procedures.

7. Leadership & Management
(Aligned to Legal Support Staff expectations)
· Manage own workload efficiently and support the wider team with administrative coordination.
· Assist with workflow efficiency by ensuring files, documents and information are well organised.

8. Commercial & Business Acumen
· Understand and contribute to efficient business processes within the department.
· Support Fee Earners with accurate time recording, billing preparation and maintaining good client relationships.

Skills & Qualifications

· Law degree, equivalent qualification, or working towards CLC/CILEX or similar.
· Strong attention to detail and organisational skills.
· Excellent written and verbal communication skills.
· Proficiency in Microsoft Office and case management systems.
· Ability to handle confidential and sensitive information professionally.
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