
 

 

Business Administration Apprentice 
LIFE TEAM 

 

 

Berwins is a law firm which works to deliver passion and care in all it does - to its clients, its work, 
its people and its community. They care deeply for the needs of clients, and the quality of the work 
they do for them; they work with clients to achieve their needs, taking ownership of their issues and 
strive to be accessible on clients' terms, not their own.  

As a Business Administration Apprentice working in the Life Team you will be working with their 
Lawyers and Team Assistants, providing administrative support across the team.  The Life Team 
covers Private Client work in respect of Wills, Trusts, probates, estate planning, Powers of Attorney 
and capacity issues.   

 

Principal responsibilities 

On a daily basis you will have responsibility for a number of tasks, including: 

- Scanning Documentation 

- Preparing for Appointments 

- Administration of our Wills and LPAs 

- File Opening procedures 

- File Closing Procedures 

- Action e-mails regarding making appointments and looking for documents 

- Learning the procedure for document retrieval 

- Using the Firm’s IT software and database, namely Liberate 

- Any other general office duties (such as filing, photocopying, typing, answering the 
telephone, making hot drinks, etc.) 

 

Skills Required 

- Fluent English 

- Good listening skills 

- IT skills (Microsoft Office) 

- Good telephone manner and ability to deal with queries 

- Strong writing ability for correspondence – in particular email  

- Attention to detail 

 

 

 

 



 

 

Person Specification:  

The right person for the job will be confident and enthusiastic, with a business approach. You will 
be self-motivated and have a positive, mature and professional attitude, and be able to work 
effectively as part of a team. You should have good IT skills which you will be able to enhance 
during your employment. 

You will be joining an established company who has a friendly atmosphere where a large 
proportion of its employees have a long service record.  We like to think of ourselves as a 
progressive company who can recognise and utilise people’s skills. 

 

Company Description 

Berwins is one of the leading law firms in Harrogate and in the North Yorkshire area - details at 
www.berwin.co.uk; we are repeatedly ranked for the quality of our work in directories such as Legal 
500 and Chambers and Partners. Our core values are passion, care, ownership, teamwork and 
accessibility - and to make sure we’re not just talking the talk we have our files audited against our 
benchmarks. We use the phrase which a client gave to us - no ordinary lawyers - as an aspiration 
against which to measure what we are achieving. 

Berwins offer a range of benefits including flexi time, company pension scheme, 25 days annual 
leave plus Bank Holidays, death in service benefit, health insurance, cycle to work scheme, 
childcare vouchers and subsidised parking. 

 

To Apply 

 To apply please send your CV and short cover letter to Operations Director, Caroline Davison via 
CarolineDavison@berwin.co.uk 

 

Berwins is an Investor in People.  Berwins welcomes applications from suitably qualified people 
regardless of age, race, ethnic or national origin, religion, marital status, disability or sexual orientation. 
All applications for employment are considered strictly on merit. 
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