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Solicitors




Legal Cashier       
Job Description








	Overall Purpose:
To proactively support the Accounts function and maintain the client and office ledgers.



	Reporting to: Head of Accounts


Main Duties To Include: 
	1. Responsibility for providing high quality, timely, professional accounting service within the accounts department and to the company directors.


	2. Maintaining Client Ledgers:

Client Receipt, Client Cheques, Office / Disbursements payments,  Disbursements - not paid, Invoices, Transferring Costs, Closure Forms




	3. Invoicing:

Approving/raising invoices




	4. Banking:
Client Bank Reconciliations daily

Office Bank Reconciliations daily







Closure Forms









Preparing and delivering the banking to the bank




Printing Cheques









Holidays and sickness cover



Using the On-line banking facility for making payments and transfers







 

	5. Miscellaneous:
Compliance with Solicitor’s accounts rules

Cover for holidays and sickness

To undertake any other reasonable duties as required which may be allocated by your Line Manager


Job Features
	Organising and prioritising their own workload to fit in with the needs of the department and workload from fee earners to ensure work is returned in a timely manner


	Supporting the team… to support other members of the team by assisting them at busy times and providing cover for absence.


	Marketing… to be an active member of the team, helping to generate and promote marketing initiatives, in co-operation with the Director Responsible and the Company’s Business Development Manager.


	Internal / External Relationships: 

Internally.. to help maintain sound and supportive business relationships with all departments

Externally.. to ensure the highest level of client care, consistent with the Client Charter of the Company, and consistent with its core values 


	Problem Solving.. to participate in the development of improved operating practices consistent with the Company’s practice of continuous improvement 



