
Legal Administrative Assistance – Full time (2 year contract) 

O’Brien Criminal and Civil Solicitors is a fast-paced law firm based in Sydney CBD. Our office is 

looking for an office manager who has experience with general court procedures and is available on 

a full-time basis. 

This is a perfect opportunity for someone who is looking to take their administrative skills to the next 

level, while gaining exposure to the fields of criminal and civil law. 

The successful candidate must have the following: 

 Excellent client contact manner, accomplished computer skills, commitment to reliability and 

competency, awareness of confidentiality & team member focus 

 Strong attention to detail 

 Strong communication skills both written and verbal 

 Professional presentation 

 The ability to plan, multitask and work to tight deadlines 

 Fast learner 

 Engage in collective work practices whilst being able to work independently and intuitively. 

 You will also need to be flexible and have a positive ‘can do’ attitude. 

Being a hybrid role, you will have responsibilities and involvement in all aspects of our Business 

Services. Some of the key duties will include: 

 Answering and directing calls  

 Distribution and sorting of incoming mail and taking any deliveries 

 General photocopying duties, including binding and printing 

 File management and maintenance of an online database and key registers 

 Maintain a functional, neat and orderly office environment 

 Undertake other adhoc duties and tasks as required 

 Maintain all office budgets including stationary, couriers, catering and petty cash reconciliation  

 Manage facilities including any relocations, car park access, coordinate repairs and maintenance 

for property and equipment, arranging fire drills and security 

 Attend to invoicing and debtors  

 Liaise with property management  

 Compiling monthly practice statistics  

 Organise practice meetings and keeping the practice manual updated with new and evolving 

procedures 

 Attend to compliance matters 

There will be the opportunities to assist with active legal matters for the right person. 

Requirements: To be considered for this position, please ensure that you provide a cover letter 

together with your resume.  

Application procedure: To apply, please email your cover letter and resume to 

info@obriensolicitors.com.au. In your cover letter, please outline your administrative experience 

and include your earliest possible start date. 


