
requires a
Corporate Execu� ve Assistant

This is a challenging opportunity which would suit a highly 
responsible and mo� vated individual able to provide a full range 
of execu� ve support to a Director - Corporate.  Applicants should 
expect to be skills tested and be capable of working as a team 
member in a highly professional service oriented fi rm.

Du� es of the posi� on will include:
• Preparing and edi� ng le� ers, memoranda, reports/

contracts/agreements and other documenta� on on a 
variety of complex corporate ma� ers

• Performing a range of high level support including 
organizing complex travel i� neraries, scheduling mee� ngs 
and transport requirements 

• Managing new client ma� ers, including issue of 
engagement le� ers and collec� on of KYC 

• Managing client invoicing, adjustments and reports, 
including � me entry into PCLaw and collec� on of accounts 
receivables

• Liaising with clients in rela� on to legal ma� ers and invoicing 
queries 

• Conduc� ng legal research and organizing informa� on as 
appropriate

• Exemplary planning and � me management skills to provide 
the Director with more produc� ve � me

QUALIFICATIONS/SKILL REQUIREMENTS:
• A Bachelors degree level of educa� on in a legal or business 

administra� on discipline
• At least 2 years’ recent experience in a similar posi� on 

within a legal environment ie must be able to demonstrate 
knowledge and understanding of legal terminology

• Excellent organisa� onal skills with the ability to handle 
mul� ple tasks; due to the nature of the work and heavy 
workload involved, evening and weekend work will be 
required to meet deadlines

• Computer profi cient with Microso�  Offi  ce, Adobe, 
Database management, PCLaw; must be able to type 
accurately at speed using audio transcrip� on 

• Excellent verbal and wri� en communica� on skills with a 
strong command of English grammar and spelling 

Please apply in wri� ng together with a resume no later than 
March 24, 2017 to: Wakefi eld Quin Ltd, PO Box HM 809, Hamilton 
HMCX a� en� on AY: or via email: hr@wq.bm 


