Firm/Company Name: Salmon, Ricchezza, S| Website: www.srstlaw.com
Job Title: . . Work Option: [i.e.: onsite, hybrid, remote, etc.]
Law Firm Adminstrato Onsite
Department/Group: N/A Posted By: Joseph Ricchezza, Esquire
Location: Philadelphia Travel: Minimal
Salary Range: Based on Experience | position Type: li.e.: full-time, part-time, etc.]
Full-Time
HR Contact: N/A Date posted: 07.21.2025

How to Apply: (Fax,

Email, Mail, Link, etc.):

Email to jricchezza@srstlaw.com and jturchi@srstlaw.com

Job Description

Brief Summary:

Duties:

Skills/qualifications:

SRST is looking for a skilled Law Firm Administrator to work directly with our Managing
Partners and to oversee the administrative operations of our 30-lawyer firm with primary
offices in Philadelphia, Southern New Jersey and Wilmington, Delaware. This includes
handling all non-legal aspects of the Firm, from human resources and finances to office
administration and record keeping.

The ideal candidate should have a solid understanding of the legal field, be an efficient
multitasker and problem-solver, possess excellent people skills, and be comfortable
dealing with financial data and decision-making.

Duties:

* Implement and manage all business aspects of the firm including accounting, human
resources, information technology, marketing, and facilities management

* Supervise administrative staff and divide responsibilities to ensure performance

* Monitor costs and expenses to assist in budget preparation

* Ensure that operations adhere to policies and regulations

* Keep abreast of all organizational changes and business developments

* Prepare and present reports for senior management as needed

* Interact with firm vendors to ensure quality partnerships

* Qversee the recruitment, orientation, and training of new staff

* Proven experience as a Law Firm Administrator, Office Administrator or similar role
* Qutstanding communication and interpersonal abilities

* Excellent organizational and leadership skills

* Familiarity with office management procedures and basic accounting principles

* Excellent knowledge of management software such as MS Office and databases

* Proficient in English

* BSc/BA in business administration or relevant field; MSc/MA will be a plus

K Dhtadepptiva

A Chapter of the Association of
Legal Administrators




	FirmCompany Name: Salmon, Ricchezza, Singer & Turchi LLP                 
	Website: www.srstlaw.com
	Job Title: Law Firm Adminstrator                                                                            Law Firm Adminstrator                                                                            
	Work Option: Onsite
	DepartmentGroup: N/A
	Location: Philadelphia
	Salary Range: Based on Experience
	Position Type: Full-Time
	HR Contact: N/A
	Posted By: Joseph Ricchezza, Esquire
	Travel: Minimal
	Date posted: 07.21.2025
	Brief Summary: SRST is looking for a skilled Law Firm Administrator to work directly with our Managing Partners and to oversee the administrative operations of our 30-lawyer firm with primary offices in Philadelphia, Southern New Jersey and Wilmington, Delaware. This includes handling all non-legal aspects of the Firm, from human resources and finances to office administration and record keeping.

 

The ideal candidate should have a solid understanding of the legal field, be an efficient multitasker and problem-solver, possess excellent people skills, and be comfortable dealing with financial data and decision-making.

 

Ultimately, the role of the Law Firm Administrator is to ensure the smooth and efficient operation of our offices and provide reliable administrative support to the legal team.




	Skills: * Proven experience as a Law Firm Administrator, Office Administrator or similar role

* Outstanding communication and interpersonal abilities

* Excellent organizational and leadership skills

* Familiarity with office management procedures and basic accounting principles

* Excellent knowledge of management software such as MS Office and databases

* Proficient in English

* BSc/BA in business administration or relevant field; MSc/MA will be a plus




	Duties: Duties:

* Implement and manage all business aspects of the firm including accounting, human resources, information technology, marketing, and facilities management

*  Supervise administrative staff and divide responsibilities to ensure performance

*  Monitor costs and expenses to assist in budget preparation

* Ensure that operations adhere to policies and regulations

* Keep abreast of all organizational changes and business developments

* Prepare and present reports for senior management as needed

* Interact with firm vendors to ensure quality partnerships

* Oversee the recruitment, orientation, and training of new staff
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