
 ROSE SAMUEL ODELE & LLP (Solicitors) 
 

Associate Solicitor – Job Description 
 

Job Title:    Associate Solicitor  
 
Job Holder:   
Reporting to:  Principal partner  
Job description:            
 As an Associate Solicitor, you will have a supervisory role in any of our Legal Aid contract area.  
 You will manage personnel, delegate and train support staff, progress and manage casework, maintaining client 
care, support the principal in regulatory and administrative matters. 

Job responsibilities 
 
The Associate Solicitor must have: 
 
- Minimum of 2 years PQE (post qualification experience) as Solicitor in the UK 
-  Knowledge of relevant legislation 
- Good experience in the following private work fields: – Conveyancing (residential and commercial), 

Litigation, Immigration, and Employment 
-  Supervisory qualification in Housing Legal Aid or Family Legal Aid work 
- Experience in Public / Private Family Law 
- Ability to work under pressure / with difficult clients 
- Good experience in advocacy  
-  Deal with clients and contractors in a courteous manner 
- Good casework organization skills (including time-recording, ledgers) 
-  Knowledge of CCMS (Legal Aid billing) is essential  
-  Excellent knowledge of Microsoft Word and Excel.  
 - Established skills in research, typing and speed-typing 
-  Excellent verbal communication and presentation skills. 
-  Ability to speak another European language will be an advantage, but not required 
-  Comply with the RSO’s Policies and Procedures 
-  To comply with the SRA handbook and other relevant professional standards including accounts rules 

when dealing with office & clients’ money. 
-  Ability to meet the financial quota for the position 
-  To maintain the reputation and integrity of the Firm 
. Willingness / Ability to progress in the Role to partnership level  
 
Duties: 
 
1. Supervise Legal Aid Housing Law / Debt matters in the office, including keeping up to date with changing 
criteria, news, updates, and deadlines. 
2. Conduct day-to-day casework duties as a solicitor. 
3. Consulting and communicating with staff and clients to progress casework. 
4. Train law graduates employed as trainee solicitors 
5.  To undertake matters which you are competent to conduct having due regard to the policies and procedures 
defined in the Office Manual relating to your areas of work. 
6. Arranging appointments and attending new, current and former clients and dealing with their queries 
7. Assessment of client’s financial means and explanation of Public Funding or Private terms and conditions 
8. Drafting and/or dictating correspondence to client, court, solicitors, counsels, and other third parties, including 
Pleadings, Statements, Notices, Applications, Injunctions, and other Legal Forms/Documents. 
9. Instructing counsel, experts, solicitor advocates or other third parties, reviewing reports and continue liaison as 
required 
10. Scheduling and attending hearings and conferences 



11. Obtaining and reviewing evidence and statements 
12. Negotiation on client’s behalf and, liaison with opponents, judges, police etc. to obtain most favourable 
outcome for clients 
13. Advocacy in county and magistrates court and representation at tribunals as permitted by right of audience 
14. Maintain CPD records as required by the Law Society 
15. Ensuring efficient day-to-day progress of all matters, utilizing software applications, and maintaining file 
reviews, prioritizing work as necessary and keeping the client informed on progress. 
16. Advocacy in county and magistrate courts and representation at tribunals as permitted by right of audience  
17. Participating in audits as may be required 
18. Other duties complementary with the position 
  
 
Person specification: 
 
We are looking for a:  
 
-  Constructive yet detail-oriented individual 
-  Positive team-worker  
-  Strong and effective communicator 
-  An independent worker 
-  An individual with high intellectual ability 
-  Keen researcher 
-  Someone with managerial aspirations 
-  Ambitious and keen learner able to accept constructive criticism 
-  Multi-tasker 
-  Strong problem-solver and solution-finder 
-  An individual with business acumen 
 
 
 
 
There will an expectation to work additional times to meet with quotas, deadlines, audits, and emergency 
casework. 
 
 
 
 
 
 
 
 
     


