
PARALEGAL WITHIN OUR SPECIALIST ELDERLY & VULNERABLE CLIENTS TEAM 

(PARTICULAR EMPHASIS ON COURT OF PROTECTION & DEPUTYSHIP MATTERS) 

 

Applications:  Applications should be made to Tessa Whiskard via 

enquiries@jobling-gowler.co.uk or sent to Tessa at Jobling Gowler, 

250 Park Lane, Macclesfield, SK11 8AD 

Closing Date:  27.01.2018 (11.59 pm) 

Remuneration:  £18,000- £22,000pa (commensurate with experience) 

 Matched pension contributions into the Jobling Gowler Group 

Pension Scheme with Royal London, up to 5% of your salary.  (You 

are free to make higher contributions if you so wish). 

 5 weeks paid annual leave 

Jobling Gowler Solicitors are a niche practice based in Macclesfield which strives to provide 

high quality, specialist legal advice with a specific focus on delivering excellent client care.  

We are a friendly firm which prides itself on our community involvement. 

The firm’s commitment to excellence is evidenced by independent appraisal of the services 

that we provide. We are recommended by the Legal 500 and by Chambers and Partners.  We 

have accreditation with Lexcel and have recently won a national award from Symphony Legal 

for ‘Best Niche Law Firm, 2018’. 

All our Private Client Solicitors are members of STEP, the Society of Trust and Estate 

Practitioners.  Demonstration of our commitment to providing the very best legal advice. 

 

We are seeking an enthusiastic and self-motivated individual to join our growing private client 

team as a paralegal.  While the role will involve a wide range of private client work, it is 

anticipated that the primary focus will be on Court of Protection and Deputyship work.  The 

ideal candidate will also be keen to take an active part in business development activities such 

as attending networking meetings, supporting the team in delivering client workshops, forming 

and maintaining professional connections and the creation of marketing materials.  

 

Job specification 

 To assist in the provision of administrative and legal services for clients, including 

taking notes in client meetings 

 Attend clients from time to time in hospitals, care homes and in their own homes 

 Work as part of a team under the supervision of a partner of the firm 

 May also receive cases from several Partners and solicitors within the team 

 Provide an efficient and friendly service to our clients 

 Produce plain English letters, witness statements, court applications and other 

documents (including the preparation of the annual Deputy Report form) as required 

 Make payments on client matters and keep accurate schedules of these payments to 

assist with preparation of annual reports.  May also require forecasts of future spending 

and creation of budgets 
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 Day to day contact with clients and their individual lifestyle requirements  

 Manage professionally and confidentially written and telephone communication with 

clients, other solicitors and third parties 

 Maintain client care standards as set out in the firm’s terms of business and office 

manual 

 At all times, in relation to Court of Protection matters, adhere to the Deputy Standards 

for Professional Deputies. 

 

Qualifications 

It is desirable to have a Law degree or similar qualification.  Experience of working in a legal 

office would be preferred– particularly in the field of private client work. 

Full, clean driving licence for travelling to and from appointments held away from the office. 

 

Person Specification 

 Ability to manage a caseload and work to deadlines 

 Committed to the highest level of client care and service 

 Excellent interpersonal skills 

 Flexible and proactive approach with a “can do” attitude 

 Committed to take personal responsibility to learn on the job and keep knowledge up 

to date 

 Organised and able to prioritise 

 Excellent accuracy and attention to detail 

 Strong written and oral communication skills, adapting style of communication 

appropriately when dealing with colleagues and clients and third parties from differing 

backgrounds 

 Genuine interest and enthusiasm for private client work with a commitment to the 

highest level of client care and service 

 Ability to work with figures 

 Case management and IT skills are essential, and knowledge of social media would 

be helpful also. 

 


