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We are seeking an experienced Office Manager / Practice Manager to oversee the
smooth day-to-day operation of the firm and support our partners and fee earners. This
is a key role within the business, ideal for someone with strong organisational skills and
experience within a legal or professional services environment.

Key Responsibilities:

¢ Oversee the day-to-day running of the office, acting as a central point for any
operational issues - managing facilities, suppliers and contracts
Supervise administration staff, assist with recruitment and onboarding
Assist with regulatory compliance, financial administration and IT
Maintain office policies, manuals and procedures
Support financial administration and oversee office budgets
Ensure high standards of client care and service delivery
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