Chief Operating Officer (“COO”)
Job Description
Responsible for the operational and strategic oversight and management of the firm, including finance, HR, IT, facilities, marketing and business development. A key member of Senior Management reporting to the firm’s Directors and bridging the gap between the legal practice and business management. 
Key responsibilities:
· Operations: Implementing and managing the firm’s systems including developing all necessary policies and procedures to ensure efficiency, productivity and quality across all the firm’s functions (including all outsourced functions: IT, cashier service, employment advisor, payroll, telephone answering) and overseeing operational compliance. 
· Finance: Overseeing budgets, financial reporting, cost control (including ensuring value for money from suppliers), devising and implementing internal financial procedures to ensure efficient billing, liaising with fee-earners to improve billing and cash flow.
· People management: Leading the firm’s practice management staff, managing HR, training, appraisals and recruitment. 
· Strategy: Contribute to and assist with the development of the firm’s business strategy, focussing on day-to-day operations to achieve firm goals.
· Technology and systems: Manage IT infrastructure and data operations, including seeking technological solutions to improve the firm’s efficiency and security.
· Regulatory: ensure the firm’s compliance with all regulatory obligations including the SRA and ICO.
· Communication and training: responsible for developing and communicating internal procedures and acting as the bridge between legal and non-legal staff members.
· Project management – responsible for change management such as moving office, new website, new IT software or system etc. 
· Advisor: the firm’s main advisor on all issues relating to operation functions, keeping abreast of latest developments.


Person specification
	Skills/Experience
	Desirable/Essential

	A degree or equivalent and relevant professional qualifications
	E

	Extensive experience in operations management in a leadership role, including line managing junior staff (minimum 5 years)
	E

	Demonstrable competency in strategic planning and business development.
	E

	Thorough understanding of finance, HR, facilities, marketing and IT (minimum of 3 years)
	E

	Financial acumen and experience of financial management
	E

	Experience of working at a private practice or charity law firm or in a highly regulated professional environment.
	D

	Knowledge of relevant regulatory rules e.g. Solicitors Account Rules, SRA rules, legal aid contract requirements and legal aid
	D

	Excellent inter-personal and communication skills (both oral and written), including the ability to effectively communicate internal policies and procedures to ensure the smooth running of the firm.
	E

	Commitment to the firm’s ethos and work
	E

	Excellent organisational and time-management skills, including ability to multi-task in a fast-paced environment and prioritise tasks effectively.
	E

	Can-do attitude and using problem-solving skills to overcome challenges.
	E

	Excellent IT proficiency including knowledge of Office 365 and ability to learn and navigate case management systems.
	E




