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	Position Title:
	Business Services Clerk

	Supervising Partner / Manager / Supervisor:
	Business Services Coordinator 

	Practice Group / Shared Services Team:
	Business Services

	Responsible for:
	-

	Centre
	Melbourne

	Date Created / Last Edited:
	July 2019


Working. Respect. Together

King & Wood Mallesons is committed to creating an inclusive, fair and respectful culture.  We require all partners and staff to contribute to a safe working environment which is free from unlawful discrimination and/or harassment.  We also require partners and staff to maintain a professional standard of dress, appearance and behaviour during work and at work related functions.

We acknowledge, understand, accept and value differences among all our people. This may relate to age, marital status, ethnicity, carer's status, gender, physical and mental disability, sexual orientation, gender identity, gender expression, spiritual practice or religious belief, for example.
We recognise the importance of reconciliation with Aboriginal and Torres Strait Islander peoples and pay our respects to them as the traditional owners of country.  
Position Summary 

To provide support and assistance within all Business Services areas (which comprise of mail, document production, records management, Business Service Centre (BSC), premises and switchboard) and ensure that the key functions of the group are delivered in a helpful, professional and timely manner.
Your Key Responsibilities
· Perform all duties associated with the various Business Services areas where assigned. In particular, Business Service Centre, document production, record management, mail and general client service areas and the related tasks (see duties for each key function further below) 
· Possess a clear understanding of systems and processes associated with each of the Business Services areas
· Manage work flow and tasks efficiently to meet deadlines, ensuring that all tasks are completed with a high level of accuracy and attention to detail
· Follow instructions and procedures, taking the initiative to resolve problems, understanding the clients’ needs and responding in an efficient and professional manner
· Contribute to the continuous improvement of the department and enhancement of our client service levels
· Develop and maintain a good relationship with internal and external clients
· Respond to client (internal and external) requests efficiently and effectively
· From an OH&S perspective, ensure the tenancy is a safe and secure environment and assisting Premises Officer/Workplace Consultant when needed
· When requested, displays flexibility in work hours to ensure areas as covered accordingly
· Undertakes other duties and projects as requested by Business Services Coordinator or Business Services Manager
· Demonstrates professionalism and courtesy at all times, understands and contributes towards the firm’s strategic priorities and behaves in a manner that is consistent with the KWM’ brand, code of conduct, values and policies
Specific roles

The Business Services Coordinator/Manager may request you undertake specific tasks as your primary role.  These duties may include working in specific areas within the team, i.e.
Business Service Centre  

· Client service – Greet and meet internal and external clients
· Answer and action requests received through the BSC 
· Booking and receiving of couriers

· Managing petty cash, issuing and recording of security passes and cab charges
· Monitor, order and replenish stocks of stationery items and consumables

· General and ad hoc enquires and duties

Mail
· Sort, distribute and record all incoming mail

· Process all outgoing mail

· Assist the BSC in booking and processing incoming and outgoing couriers

Records Management
· Send or retrieve boxes/files from offsite storage in an efficient and timely manner

· Maintain and archive records in Elite 

· Manage safe custody documents with the firm’s national policy

Document Production
· Process all document production requests (i.e. copy, print, scan, finishing etc.) 
· Meet deadlines - offer alternatives if these deadlines are unrealistic

· Ensure completed jobs are of high quality and accurate

· Monitor and order consumables

· Maintain all equipment to ensure it is in good working order

· Liaise with external contractors

· Be available and flexible to work outside of core business hours if required
Switchboard Operator
· Answer all calls efficiently and in a pleasant, professional and helpful manner

· Transfer callers to the relevant staff member or department

· Arrange conference calls as requested

· Process all incoming faxes in a prompt and accurate manner

· Monitor relevant mailboxes and action requests accordingly

· Assist in other Business Services areas as required 

· If required, arrange after hour services, ie conference calls, couriers, outsource photocopy jobs, air conditioning requests, etc.  
· Liaise with Building Management Security regarding any tenancy issues and escalate to Manager
· Assisting with administrative tasks as directed by Business Services Coordinator/Manager (eg cabcharge, cheque paperwork and data entry etc) and any other duties as requested

Your Key Relationships
· All Business Services staff

· All KWM Partners & staff

· External providers

Capabilities

Our Capability Framework is a key tool to help drive business results and achieve our vision of leading the way in creating value, centred on what our clients need.

To succeed in this position the following capabilities are to be achieved:
People

· Respectful and supportive interactions that lead to firm high performance 
· Building effective teams by empowering and coaching people

· Leading through collaboration and accountability

Clients
· Consistently delivering superior client service

· Becoming a trusted advisor through deep understanding of the client

· Building strong and enduring client relationships

· Adapting flexibly to a changing environment to meet client needs
Firm
· Application of technical knowledge to advance the client’s commercial objectives

· Development of legal and industry/sector expertise

· Effective practice and project management

· Building your professional reputation 

· Achieving financial and cost targets

· Commitment to continuous improvement through innovation

· Applying business acumen in pursuit of opportunities for the firm and clients

· Effective workload and project management

Financial

· Applying business acumen in delivery of service to clients

· Achieving business, project and budget goals

· Commitment to continuous improvement through innovation

Financial

· Achieving financial and cost targets

· Commitment to continuous improvement through innovation

· Applying business acumen in pursuit of opportunities for the firm and client
Skills and Attributes 

Qualifications
· Year 10 plus relevant work experience, or Year 12 completed (desirable)
Knowledge

· Computer literacy and knowledge of MS Office software 
· Knowledge of legal office/corporate environment (desirable)
· Knowledge of Business Services processes such as mail distribution, document production or records management (desirable)
Skills and abilities

· Adapts positively to a changing environment and understands the firm’s strategy
· Takes responsibility for ensuring work is of a high standard through careful preparation and attention to detail

· Sound written and verbal communication skills, ability to liaise with internal and external clients of all levels

· Provides excellent client service, demonstrating professionalism and courtesy at all times

· Demonstrates good negotiating and problem solving skills 
· Good time management skills, working to deadlines and under pressure, with the ability to multi task, managing a range of tasks and activities effectively and simultaneously 

· Ability to work under close supervision or autonomously at times 

· Demonstrates team collaboration

· Proactive approach, shows initiative and is a logical thinker when it comes to problem solving
· Has a positive attitude and is able to show calmness and composure when working in a high pressure environment
· On occasion, be available to work outside of core business hours if required

Our Vision and Values

Our global vision…

‘To create a unified top tier global law firm headquartered in Asia’

Across our global firm we have values that guide us and that we aspire to live up to…

Client centric

Dynamic and entrepreneurial

One team.  One firm

Excellence and innovation

Stewardship

Global Perspective

…these are the same whichever part of the firm you working, in all countries.

As King & Wood Mallesons evolves to meet changing strategic and operational needs and objectives, so will the roles required of its staff.  As such, this document is not intended to represent the position which the occupant will performs in perpetuity.  It provides an overall view of the incumbent’s role as at the date of this statement.  In addition to this document, the specifics of the incumbent’s role will be described in local area work and project plans, and in performance plans developed by the incumbent and relevant partner/manager as part of KWM’s performance evaluation, development and progression processes.
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