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« Prepare monthly invoices for clients as instructed by fee earners.

« Create draft billing proformas based on fee earners' instructions.

« Verify draft billing proformas for accuracy, ensuring fees and disbursements are correctly included with required
evidence.

« Draft emails for fee earners to send invoices to clients and update monthly billing lists.

« Act as the first point of contact for client invoice queries, liaising with matter handlers/partners, cancelling invoices,
and arranging credit notes if necessary.

« Check all time record entries and follow up on missing timesheets for fee earners.

« Assist with related billing tasks, including chasing outstanding invoices.

« Support the wider Billing Assistant team and handle team administration tasks to manage workload fluctuations.
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