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Job description  
Job title 
Personal Assistant 

Department 
Corporate/Funds 

Reporting to 
Partner 

Location 
48, Rue Cambon - 75001 Paris 

About the firm  Our values 

     Individuality 

We encourage creativity and 
develop talent.   Commitment 

To be the best and deliver the 
highest standard. 

Stephenson Harwood is a law firm 
(headquarters in London) where our people 
are committed to achieving the goals of our 
clients - listed and private companies, 
institutions and individuals. Our diverse mix 
of expertise and culture results in a 
combination of deep local insight and the 
capability to provide a seamless 
international service. 

Our experience encompasses corporate, 
commercial litigation and arbitration, 
employment and pensions, finance, marine 
and international trade and real estate.  

We assemble teams of bright thinkers to 
match our clients' needs and give the right 
advice from the right person at the right 
time. Dedicating the highest calibre of legal 
talent to overcome the most complex 
issues, we deliver pragmatic, expert advice 
that is set squarely in the real world. 

Stephenson Harwood is fully committed to 
ensuring that all employees are treated 
fairly and with dignity and respect and has 
built a culture that values meritocracy, 
openness, fairness and transparency. The 
firm values individuality and recognises the 
benefits of having a diverse workforce. 

  Teamwork 

We work together to build 
close, long-term relationships 

  Straight talking 

We say what we mean and do 
what we say. 

 These values express the personality of our 
firm. They are the behaviours we encourage 
in our people and the standards which 
inform our decisions and actions. 

 Our vision to 2021 
To be a successful, independent firm, where 
talented people work together in an 
entrepreneurial environment, building long 
term client relationships. 

This vision is about who we want to be. It is 
as much about our values as about our 
character – the attributes we want to see 
from all of our people. It also reflects the 
importance of remaining independent - a 
clear sign that we are confident in our own 
future. 
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About the Paris office 
This role is based in the Paris office (50 people including 10 partners). From its prominent position 
in banking and asset finance, the office has developed its capabilities in the areas of corporate, 
fund formation, real estate and tax law and offers a litigation practice with particular expertise in 
insurance and the African region. 

Team structure 
Our legal departments are made up of partners, associates, trainees and paralegals, assisted by 
assistants.  The personal assistants work directly for the legal departments. 
 

Main responsibilities 
• Answer telephone in a speedy and professional manner, taking appropriate messages and 

actioning where necessary  

• Management of fee earner diaries 

• Research and book travel options, accommodation and costs for both domestic and overseas 
travel.  Finalise travel itinerary 

• Book fee earner on to appropriate seminars, training sessions.   

• Process fee earner expenses 

• Follow trainee applications 

• Prepare client's matter for file opening 

• Manage billing cycle to completion 

• Assist fee earners with time recording if required 

• Ensure contact reports are completed and recorded  

• Prepare letters,  covering letters, emails on behalf of fee earners,  

• Create a standardised system for electronic filing of own and partner e-filing  

• Manage all documentation priorities through the document production unit ensuring 
documentation is sent for processing and retrieved in a timely manner  

• Create or modify presentation 

• Manage closing and post-closing  

• File and archive documents 
 

Experience and qualifications  
• Graduate who has acquired proven personal assistant experience in a similar professional 

environment 

• Fluent in French and English 
 

Attributes / skills required 
• Advanced knowledge of Microsoft packages.  Any knowledge of other legal packages is 

desirable although full training will be given 

• Typing speed of 60 wpm minimum  

• Be organized, involved and rigorous. Be resistant to stress 

• View self as part of a professional team and as such responsible for delivering excellent 
service. Work proactively seeking to help and support fee earners and colleagues   

 

This job description is indicative only and does not represent an exhaustive list of responsibilities. The firm reserves the right to 
alter or change the responsibilities at any time, in line with the firm's strategy and business needs.   


