Firm/Company Name: Gadsden Schneider & Website: www.gsw-llp.com

Job Title: N Work Option: [i.e.: onsite, hybrid, remote, etc.]
Legal Administrator Onsite and one day remote after 3 mon
Department/Group: Posted By: Brenda L. Thompson
Location: Wayne, PA Travel:
Salary Range: Flexible depending Position Type: tre=ful-time,-part-time-ete}
on experience. Full time or part-time (75-80%)
HR Contact: Brenda L. Thompson | Date posted: March 19, 2024

How to Apply: (Fax,

Email, Mail, Link, etc.):

Email resume with salary requirements to bthompson@gsw-llp.com.

Job Description

Brief Summary:

Duties:

Skills/qualifications:

The Administrator shall be responsible for managing the administrative operations of the
Firm, including supervising all non-attorney personnel; evaluating and managing the
Firm’s operating and information systems; overseeing the Firm’s human resources
administration; overseeing the Firm’s finance functions; assisting in the marketing of the
Firm’s legal services and client development activities; and evaluating, managing and
supervising the facilities of the Firm.

Financial

* Oversee Accounting Manager

* Plan and implement the Firm’s annual budget

» Manage payroll

* Monitor client trust accounts

* Cash flow control

* Interact with firm's Billing Administrator and outside accountant for preparation of tax
returns

» Administer profit sharing and 401(k) plans

* Manage banking relationships
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* Ability to coordinate all members of the law firm team in a positive and effective manner
— or — bring together diverse people to work as a team

* 5+ years as a law firm administrator or office manager required

* Strong knowledge of law firm billing and accounting

 Strong administrative and organizational skills

* Excellent verbal and written communication skills

» Bachelor's degree in Finance, Accounting, or Business Management preferred
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	FirmCompany Name: Gadsden Schneider & Woodward LLP
	Website: www.gsw-llp.com
	Job Title: Legal Administrator
	Work Option: Onsite and one day remote after 3 months.
	DepartmentGroup: 
	Location: Wayne, PA
	Salary Range: Flexible depending on experience.
	Position Type: Full time or part-time (75-80%)
	HR Contact: Brenda L. Thompson
	Posted By: Brenda L. Thompson
	Travel: 
	Date posted: March 19, 2024
	Brief Summary: 

The Administrator shall be responsible for managing the administrative operations of the Firm, including supervising all non-attorney personnel; evaluating and managing the Firm’s operating and information systems; overseeing the Firm’s human resources administration; overseeing the Firm’s finance functions; assisting in the marketing of the Firm’s legal services and client development activities; and evaluating, managing and supervising the facilities of the Firm.

	Skills: 
• Ability to coordinate all members of the law firm team in a positive and effective manner – or – bring together diverse people to work as a team
• 5+ years as a law firm administrator or office manager required
• Strong knowledge of law firm billing and accounting
• Strong administrative and organizational skills
• Excellent verbal and written communication skills
• Bachelor's degree in Finance, Accounting, or Business Management preferred



	Duties: 
Financial
• Oversee Accounting Manager
• Plan and implement the Firm’s annual budget
• Manage payroll
• Monitor client trust accounts
• Cash flow control
• Interact with firm's Billing Administrator and outside accountant for preparation of tax returns
• Administer profit sharing and 401(k) plans
• Manage banking relationships
Human Resources Administration

• Have primary responsibility for human resources operations including, but not limited to, hiring, payroll preparation and 401(k) contributions
• Negotiate with insurance brokers on annual renewals
• Determine staff needs
• Administer, evaluate, and recommend changes to the benefits offered by the Firm, including welfare and retirement benefits
• Evaluate non-attorney personnel, determine and recommend salary adjustments
• Implement firm procedures, policies and job expectations regarding non-attorney personnel
• Assist the Partners with associate attorney compensation and bonus evaluation process
• Attend and manage partner and other attorney meetings on administrative matters

Marketing/Business Development
• Produce and oversee practice-specific client development initiatives
• Keep website information and attorney bios current
• Assist in design and distribution of e-blasts, newsletters and holiday cards

Technology
• Oversee I.T. Operations
• Periodic evaluation of computer systems used by the Firm
• Manage appropriate maintenance contracts for computer hardware and software
• Manage telephone system

Facilities Management
• Oversee facilities operations including, but not limited to, office space planning, renovation of office space when necessary, office furniture & equipment

	How to Apply: Email resume with salary requirements to bthompson@gsw-llp.com.


