Gemma Clarke
a: Norwich
t: 07700 900857
e: gemma.clarke@example.com
Profile
· Legal secretary with twelve years' secretarial experience across private client and residential conveyancing, following three years in legal reception.
· Produce accurate correspondence and legal documents from dictation and instructions, managing amendments and version control.
· Support fee earners with client appointments, matter records, billing preparation and competing deadlines.
· Use Word, Outlook, Excel, LEAP and BigHand. Copy typing: 68 words per minute, tested September 2026.
Work history
September 2020 – present
Legal Secretary — Private Client
Barton & Mere Solicitors, Norwich
Provide secretarial support to four fee earners handling wills, lasting powers of attorney and estate administration.
· Prepare correspondence, wills and LPA documentation from fee-earner instructions, checking names, references and formatting before review.
· Manage diaries, client appointments and document-signing arrangements; flag approaching deadlines and outstanding instructions.
· Handle routine enquiries sensitively, record messages and arrange responses from the relevant solicitor.
· Maintain LEAP matter records, draft bills and supporting schedules, and coordinate file closure with accounts colleagues.
· Reconciled 420 stored-will records against the register, resolving 17 location discrepancies with the records team.
· Trained two new secretaries in document templates, dictation queues and the team's electronic filing conventions.
September 2014 – August 2020
Legal Secretary — Conveyancing
Waverley Quay Solicitors, Norwich
Supported two solicitors with residential sales, purchases and remortgages.
· Typed correspondence and prepared transaction documents for solicitor review.
· Opened matters and gathered client identification documents for checks.
· Ordered searches and prepared Land Registry applications as instructed.
· Liaised with clients, agents and lenders on routine progress enquiries.
· Maintained completion diaries and prepared document packs to agreed deadlines.
· Introduced a file-closing checklist subsequently used by all three department secretaries.
September 2011 – August 2014
Receptionist / Office Assistant
Waverley Quay Solicitors, Norwich
Provided reception and administration for a high-street legal practice.
· Welcomed clients and arranged meeting rooms and appointments.
· Routed calls and recorded clear messages for fee earners.
· Scanned incoming correspondence to the correct matter files.
· Distributed post and maintained collection and delivery records.
· Retrieved archived files and updated the storage register.
· Covered colleagues' reception breaks and helped prepare client meeting packs.
Qualifications and training
Legal Secretaries Diploma | Institute of Legal Secretaries and PAs, 2015
Advanced Word document formatting, 2024 | Workplace confidentiality and AML updates, 2026
9 GCSEs, including English and Maths | Norwich, 2011
Interests
Swimming, baking and visiting the Norfolk coast.
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