
Conveyancing/Administrative assistant   
Derby Based  
 
About Alexander & Co Solicitors LLP:  
Alexander & Co offers a comprehensive range of legal services to businesses and individuals based 
around its Derby office.  
 
As long established Derby solicitors, with roots dating back to the 1970’s, the company has recently 
adopted the strapline ‘Local Law for Life’ and prides itself on the number of returning and referring 
clients.  
 
The firm is able to maintain a family feeling for employees and has a loyal and strong team.  
 
We are proud to have held the Law Society’s Lexcel Chartermark since 2000.  
 
Alexander & Co offers exciting opportunities for motivated individuals who share our vision. The 
company is looking to attract and retain the most talented people in the fields in which it specialises 
and to create an environment in which they can flourish personally and professionally, and progress 
based on their contribution and merit.  
 
The role 
This is an opportunity for an enthusiastic and motivated individual preferably with experience of 
working within a legal office.  It is anticipated that this will be a full time, permanent position based at 
the company’s Derby office to achieve the following:  

• Opening files: managing all file opening formalities including sending client Terms of Business 
for the conveyancing department; this role may develop to file opening for all departments 

• Data inputting: maintaining client details and document and file databases  
• General office duties: administrative tasks such as photocopying; scanning; faxing etc. 

 
Knowledge, skills and experience  
The successful candidate will have: -  

• experience of working within a legal practice; conveyancing experience preferred 
• excellent client facing skills 
• the ability to work independently, with minimal supervision and as a member of the team 
• the ability to prioritise work and to work to strict timescales where required 
• technical proficiency and good IT skills 
• a strong academic background  

 
Our expectations  

• to comply with the firm’s policies in the carrying out of duties  
• use the firm’s IT and case management systems  
• to ensure the confidentiality and security of the firm and client documentation and 

information  
• to maintain high standards of working practice  
• to adhere to agreed practice procedure as determined from time to time, especially as related 

to quality standards 
 
Equal opportunities 
Alexander & Co Solicitors LLP is committed to promoting diversity and inclusion within the firm.  The 
firm is committed to tackling all forms of discrimination and ensuring that our staff and everyone that 
we deal with is treated equally and fairly, and with dignity and respect.  



 
How to apply  
If you are interested in applying for this role, please contact Susie Partridge in the first instance by 
emailing sp@aandco.co.uk 

 
 


