
Carey Olsen Bermuda Limited seeks an experienced Legal Secretary to 
join our Dispute Resolu� on team. If you have the necessary experience, 
great interpersonal skills and thrive on being busy then we would love 
to hear from you.

Key du� es and responsibili� es include general administra� ve and 
secretarial support, including but not limited to assis� ng with fi le 
management as required, prepara� on of general correspondence, 
legal documents and bills under the supervision of fee earners, 
assis� ng with confl ict checks and fi le opening procedures, answering 
telephones and email messages, arranging mee� ngs and diary 
management, maintaining physical and electronic fi les as well as client 
databases, and organizing all logis� cs rela� ng to travel plans, including 
dra� ing marke� ng and business development reports.  

Successful candidates will have a minimum of fi ve years of recent 
experience in a senior secretarial role, including three years in a 
secretarial role within a li� ga� on team at a law fi rm, experience with 
electronic document management systems such as iManage, client 
management systems and Microso�  Offi  ce applica� ons, excellent 
wri� ng and proofreading skills and prior experience in preparing 
complex and properly forma� ed documents. Successful candidates 
will have demonstrable experience with court procedures and will 
also be team oriented with a fl exible approach to assis� ng colleagues 
in a mul� -team working environment. A secretarial or administra� on 
qualifi ca� on would be an advantage. 

Qualifi ed candidates should submit a covering le� er and resume to 
� ff any.tavares@careyolsen.com or to the a� en� on of Tiff any Tavares, 
Atlan� c House, 2nd Floor, 11 Par-la-Ville Road, Hamilton HM 11. 
Tel 542 4503. All enquiries will be treated confi den� ally. 

Closing Date: 22 November 2019


