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Job Title: Conveyancer 

Primary Duties

Domestic Conveyancing

· To take instructions from clients in all domestic conveyancing transactions.

· To assist other members of the team with workloads and with file opening

· To work alongside the Legal Secretary team to manage all due diligence and supporting paperwork 

· To comply with all CQS requirements 

Work Systems

· Utilising the case management system (LEAP) and time recording as required

· To monitor and develop with the Department Head the systems connected with the Property Department

Business Development 

· To work to establish and maintain strong relationships with local estate agency’s and/or mortgage brokers


Other Duties

· To cover for the other Fee-Earners in the Property Department when they are sick, on holiday or as directed by the Head of Department

· To undertake such other tasks or duties as the Head of Department or Partners may reasonably require




Requirements

Ideally you should have:

· 2 years PQE or other equivalent qualifications and experience
· Strong communication skills with the ability to build relationships both internally and externally
· The ability to work to deadlines
· Able to work independently without secretarial support
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CLARKE & SON
MANOR HOUSE

8 WINCHESTER ROAD
BASINGSTOKE RG218UG

T: 01256 320555
E: MAIL@CLARKEANDSON.CO.UK
W: WWW.CLARKEANDSON.CO.UK





