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Job Description
	Job Title


	Business Development Coordinator
	Full-time post
40 hours/week, 9am-6pm Mon-Fri
£26-28K

	Position in the Support Staff Structure
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	Reports to
	Chambers Director
(Day-to-day line management will be delegated to the Senior Civil and Criminal Clerks)
	

	Reviewed by
	Chambers Director
	

	Reported to by
	N/A
	

	Purpose of the role
	To coordinate the business development activities of Chambers in conjunction with the Senior Clerks and the Chambers Director


Activities Involved/Responsibilities:
	Activity 
	

	Develop and maintain the CRM database, accessible to all client-facing staff and members

Coordinate Chambers’ business development plan as directed by the Senior Clerks and the Chambers Director

Monitor and report on Chambers’ business development activities, including expenditure

Conduct desk research on client and practice area opportunities and competitor activities

Contact clients or potential clients to inform of and discuss business development activities, propose and arrange meetings, and to develop and maintain client relationships

Collate data and produce reports on individual, team, and Chambers’ practice activity and projections

Attend practice team meetings when required in order to inform business development plans

Provide administrative support to practice team meetings as directed by the Chambers Director
In consultation with members, clerks and the Chambers Director, draft and upload legal directory entries

Internal and external event management, including planning, cost estimates, administration of invitations, productions of papers, processing of bookings, production of invoices, processing payments, general enquiries, CPD accreditations
Production of client or potential client profiles and hosting arrangements, for business development planning, in advance of Chambers’ events

Deal with media enquiries and liaise proactively with legal media

Coordinate Chambers’ internal and external business communications activities as directed by the Chambers Director, including drafting and placing of press releases and promotional material

Manage website content, including copy writing (working with external contractors)

Administration of tenancy applications and collation of related data

Support and administration of pupils in consultation with the Senior Clerks and the Pupillage Committee.

Coordination of mini-pupils’ activities

Coordination of work experience students’ activities in conjunction with the Head of Facilities

Make business development-related travel arrangements on behalf of the Senior Clerks and Chambers Director

Performance of any other tasks as reasonably delegated by members of the Senior Management Team or the Management Committee


	


Skills and Experience Required:








	Mandatory Experience:

Suitable experience in a client-facing role in the legal services sector, in an area or areas of practice relevant to Doughty Street Chambers, in order to demonstrate competence in the activities listed above.



	Mandatory Skills:

Excellent verbal and written communication skills, being both literate and numerate with a good command of English language and grammar and a high level of attention to detail in writing and proof-reading

A confident and knowledgeable communicator with clients and members in face-to-face or telephone conversations in order to develop rapport and establish confidence

Able to understand the business ethos of Chambers



	Desirable Experience and skills:

Marketing communications experience in a professional services environment


