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LAWYERS’ CHRISTIAN FELLOWSHIP 

EXECUTIVE ASSISTANT 

JOB DESCRIPTION 

 

Job title: Executive Assistant  

Responsible to: Director of Operations & Resources 

Start date: 1 October 2019, or earliest date thereafter   

Salary: Band 2: from £19,000 FTE pro rata 

Type: Permanent 

Hours: Part-time (20 hours per week), 9.30am – 2.30pm, Monday – Thursday  

Location: LCF Office, 8 Marshalsea Road, London SE1 1HL. 

Closing date: 5pm, Friday 30 August 2019 

Interviews: 17 September 2019 

 

Overview 

The Lawyers’ Christian Fellowship exists to bring the whole good news of Jesus Christ within and 

through the legal world including the judiciary, qualified and trainee lawyers, legal academics, law 

students, and legislators.   

 

Purpose of the role 

The Executive Assistant will contribute to the LCF ministry and operations by providing timely and 

personalised administrative support to the Directors.   

 

Roles and responsibilities: 

 

1. Executive Assistance. To provide administrative support to the Directors. 

 

The postholder will be responsible for: 

 

1.1. Diary management: organising and scheduling meetings and other appointments. 

 

1.2. Managing travel arrangements, including flights, transportation, accommodation and visas. 

 

1.3. Maintaining electronic filing system, ensuring processes are up to date and in working 

order. 

 

1.4. Ad hoc projects and research. 

 

1.5. Assisting Directors with the management of communications as required, including by 

responding to emails and telephone calls, and by arranging call backs. 

 

1.6. Formatting information for internal and external communications. 

 

1.7. Taking minutes in meetings as required. 
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2. Office Support. 

 

The postholder will be responsible for: 

 

2.1. Maintaining office correspondence, including posting and receiving post. 

 

2.2. Performing reception duties such as meeting and greeting visitors and answering phones 

where necessary. 

 

2.3. Receiving telephone enquiries and managing them appropriately. 

 

2.4. Compiling and maintaining the Appointments Register. 

 

2.5. Managing referrals from those seeking lawyers via Find a Lawyer. 

 

2.6. Maintaining office – making sure kitchen supplies are in stock, tidying after meetings. 

 

2.7. Providing cover for when the Office Manager during periods of absence and high workload. 

 

3. Communications & Events. 

 

The postholder will be responsible for: 

 

3.1 Coordinating weekly prayer calls. 

 

3.2 Assisting Office Manager with assembly of resources and equipment needed from office for 

event, and sourcing supplies. 

 

3.3 Ad hoc support for events, including mission teams. 

 

4. As part of the wider team, the postholder will: 

 

4.1 Further the aims and objectives of the LCF. 

 

4.2 Undertake training relevant to the post and pursue life-long growth in their knowledge and 

love of the Lord Jesus Christ. 

 

4.3 Actively participate in team building and share in the leading of daily office prayers. 

 

4.4 Pray for their area of responsibility and the wider work of the LCF and its members.  

 

The above list of responsibilities is neither exclusive nor exhaustive and the post holder will be 

required to undertake such tasks as may reasonably be expected within the scope and level of the 

post. 


