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JOB DESCRIPTION

Job Title: 


SENIOR FEES CLERK 

Job Holder:


 
Reporting directly to:

CHAMBERS DIRECTOR
Relationships:
SOLICITORS, BARRISTERS, PRACTICE MANAGERS, TREASURER AND MARKETING AND EVENTS OFFICER.
Job Purpose:
To work with the Chambers Director as part of the management team to offer, through effective and timely Debt Recovery the highest quality service to internal and external clients in order that St Ives Chambers produces maximum and sustainable profit each year and risks to the business are identified and addressed.
Key Responsibilities:
· Carry out all duties in a professional and courteous manner with an understanding of the impact of actions and attitudes on colleagues, and internal and external clients.
· Carry out appropriate and timely fees collection to reach monthly and annual targets.
· To ensure that all activities, actions and recording are carried out in accordance with St Ives Chambers codes of practice and the Fees Team Office Manual.
· To play a part in developing and maintaining a strong, friendly and supportive atmosphere within the whole staff team.

· To work with the other members of the Fees Team, Chambers Director and Practice Managers to act on any opportunities which may enhance the productivity and efficiency of the whole staff team.

· To ensure all risks are highlighted to the Chambers Director and the Management Team in a timely fashion and action is agreed and taken in the best interests of chambers.  
· That systems and procedures are in place and understood to ensure business continuity in the event of any unforeseen circumstances.

· To provide advice and support to the marketing and events officer in order to identify trends and explain outcomes from statistical analysis.

· Proficient in the LEX chambers management software including configuration and workflow management in order to ensure the system is working to each team’s needs.

Staff Management
· Delegate and supervise day to day tasks of the Fees Team whilst maintaining accountability to the Chambers Director.
· Adhere to all staffing and organisational policies ensuring avoidance of inappropriate precedents.
· Ensure that absences of self and/or other members of the Fees Team are anticipated and appropriate plans/actions are taken.
· Recruit, induct, train and motivate members of the Fees Team.
· Performance Management – Carrying out appraisals ensuring appropriate training and development plans are designed, agreed and carried out.
Statutory Compliance

· Implement and maintain accurate records and compliance with procedures as set out in Chambers Quality Assurance documentation.
· Implement, maintain, review and amend Fees Team Office Manual. 
· Keep abreast of new regulatory and compliance changes and ensure all members of the fees team are aware of changes.
· Ensure knowledge about relevant current and future legal and professional developments is maintained.
· Participate in regular monthly meetings with the Chambers Director to review financial targets, aged debt, workflows, performance of procedures, policies and practice groups.
· Attend regular staff meetings and out of hours events as required.
· Implement the Quality standards, Best Practice Protocols and all St Ives employee procedures as required.
· To undertake any training that is required in order to achieve a high-quality standard of practice.

· Carry out other additional duties as may be required.
Fees Management
· Responsible for the efficient and effective collection and recovery of barristers current debt for all areas of work using the appropriate methods according to the type of debt, client, funding and payment terms in line with the procedures set out in the Fees Team Manual. (You will be expected to chase fees as prompted by the system and as appropriate to the specific circumstance of the case taking into account previous information and payments received). 

· Generate and set overnight procedures and fees update from the diary.
· Chase and monitor all High Costs and Events cases to ensure timely payment and liaise with the Practice Manager(s) as appropriate.

· To assist and advise on the appealing of fees or assessments.

· Produce reports and provide statistical fees information on a monthly, quarterly, annual and ad hoc basis to the Chambers Director.
· Reviewing and managing the credit control systems and making recommendations to the Chambers Director where changes to the case action templates are required.

· Dealing and action all correspondence in relation to firms in administration.

· Regularly liaise and report to the Chambers Director to ensure compliance of business requirements.

· Carry out month end procedures and providing all relevant documentation in a timely manner. 
· Generate reminder letter and fee note reports on family/criminal/civil fees daily.

· Ensure accurate processing and distribution of all payments received from Public Access clients.
· Ensure cross payments are calculated accurately and made through the chambers fee account as soon as possible to both members of St Ives and external chambers.

· Management and reconciliation of both chambers’ fees account and Public Access bank account, ensuring that an adequate audit trial is maintained and available for all transactions on the account and a second level of authority is obtained for all payments out of the account unless express permission has been given by Chambers Director or Treasurer.

· Overseeing the Legal Aid Payment on Account scheme to ensure POA requests are made at the appropriate stages.
Service to Clients and Barristers
· Dealing with a wide range of routine and complicated queries regarding fees and payments.

· Liaise efficiently and effectively with Solicitors/CPS/LSC/Courts and other chambers with regard to key information.

· Liaise with Barristers, Practice Managers, Assistant Practice Managers and Junior Assistant Practice Managers regarding case information and amendments to fees on criminal/civil/private client/family work in order to provide accurate and timely information.
· Deal with communications (emails/telephone calls) made to the Fees Team, providing prompt and accurate information, and taking any follow up action that may be necessary. 

· Ensure details on all calls/emails received are noted on the case records so there is a complete audit trail and chronology of actions taken and to keep colleagues informed.
· Log, scan and respond to all incoming correspondence via letter or email making full notes on case record of what has been received and what action has been taken. 
· Undertake and complete all St Ives financial and administrative procedures to the high standards that are required of a professional chambers.
· Ensure all work is carried out with attention to detail and accuracy to the required St Ives professional standards.
Marketing 
· To provide statistics for measuring Return on Investment (ROI) of marketing campaigns and other activities and initiatives.
· Provide information when reviewing Group Prospects on an annual basis and assisting with group summary reports.

· To provide data which will assist in measuring St Ives Chambers’ market positioning i.e.  client income ratio, market share and other such measures which assist in business and marketing planning.

· To provide client data for use in regular feedback and market research projects.

Person Specification

SENIOR FEES CLERK
	Requirement
	Essential/ Desirable

	Qualifications / Education / Training:
· Good level of Numeracy and Literacy

· Working in accounts and/or Barrister Chambers environment


	Essential

Essential

	Experience:

· Experience of working in a similar role

· Management of small team

· 10+ years working in Chambers Fees department


	Essential

Desirable

Essential

	Knowledge:

· Knowledge of current billing regulations 

· Knowledge of relevant current legal and professional developments

· Knowledge of IT systems

· Proficient in Excel

· Proficient in LEX chambers management software including configuration and workflow management

· Knowledge of the quality assurance standards


	Essential

Essential

Essential

Essential

Essential

Essential

	Skills & Competencies:

· Excellent telephone manner

· Highly accurate with excellent attention to detail both in numeracy and literacy 

· Strong prioritisation skills and ability to manage own workload

· Team player

· Ability to work on own initiative

· Strong communication skills

· Strong organisation skills

· Expert in to problem solving


	Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

	Personal Attributes:

· Ability to work under conflicting pressures and to deadlines

· Hardworking and conscientious

· Can do attitude

· Friendly and flexible attitude to work


	Essential

Essential

Essential

Essential

	Motivation:

· Strong commitment to delivering a high-quality service

· Demonstrates drive and enthusiasm

· Proactive approach to work
	Essential

Essential

Essential
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