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+ To produce and amend documents with speed and accuracy, and to format, paginate, number and
present documents in house-style
* To support other members of the secretarial team and to provide cover as and when necessary to
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ensure that work is completed to a high standard. Lunch hours are on roster basis.

- Manage diaries of allocated fee earners including:
making appointments;
arranging meetings/conferences;
sending and responding to invites;
booking restaurants
- Manage conference rooms and video conference setting
- Make travel arrangements to include preparing itinerary, booking hotels, booking flights etc
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- Expert proficiency with the MS Office
+ Strong organizational skills (ability to seamlessly perform & prioritize multiple tasks with excellent attention to detail)
- Strong interpersonal skills & the ability to build relationships with internal and external lawyers, staff and clients

- Expert communication skills
- Proactive approach to problem-solving & strong decision-making capability
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For further details and a confidential discussion, please contact Ai directly on 080-4462-7881 or at ai@alberto-
recruitment.com
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