	
	
	



Legal Finance and Billing Officer

Key responsibilities:
· Working alongside outsourced cashiers to ensure postings are promptly and accurately completed. 
· Legal aid billing including preparing and submitting legal help claims; payments on account of costs and final bills on certificated matters and assisting with legal aid appeals.
· Handling private client billing.
· Liaising with external cost lawyer in relation to court-assessed bills. 
· Liaising with counsel, experts and other suppliers in relation to case disbursements, and ensuring that they are correctly allocated to client matters and paid.
· Assisting Office Manager with office expenses and payroll.
· Assisting with the development of the firm’s policies and continued oversight, to ensure compliance with Solicitors Account Rules and other financial regulations and the smooth financial operation of the firm. 
· Handling VAT returns and liaising with the firm’s accountants as necessary.
· General administrative work.
Person specification
1. Experience of working in a private practice law firm or legal charity.
2. Good understanding of Solicitor Account Rules and ability to apply the rules.
3. Experience of legal aid and private client billing processes.
4. Understanding of financial reports (client and office reconciliation reports/ledgers/billing guides/profit and loss reports etc).
5. Excellent organisational skills including the ability to prioritize tasks effectively and maintain attention to detail.
6. A love for solving problems and overcoming challenges.
7. Excellent communication skill (oral and written).
8. Experience of using accounting and/or legal case management software and generally good IT skills (especially Excel).
9. Financial acumen and an aptitude for numbers and process.
10. A strong interest in our mission to empower clients and challenge unlawful conduct by the Government and those with power.




	
	
	



