
PARALEGAL VACANCIES - GRADUATE OPPORTUNITIES   
 

Aviation and International Injury   -   Clinical Negligence   -   Commercial Litigation 

Competition Litigation   -   Divorce and Family   -   Employment   -   Financial Crime                     

International Arbitration   -   Media Disputes   -   Personal Injury   -   Tax Litigation     

Trust and Probate Litigation 

 

Vacancies arise from time to time in each of the departments, both in London and Leeds. If 

you are interested in becoming a paralegal at Stewarts, please send your CV and a one page 

(max) covering letter to the HR team at careers@stewartslaw.com. 

 

Candidates must have at least a 2:1 degree, have completed the LPC (or equivalent) with at 

least a Commendation and ideally have gained some previous relevant work experience, 

although candidates straight from law school with excellent academics are also encouraged 

to apply. Applicants should be able to commit to at least 12 months service, ideally. 

 

Positions are offered on a permanent full-time basis. After successful completion of a three 

month probationary period, the initial two week notice period is replaced with a two month 

notice period.  

 

Salary (May 2019) £32,000 (London), £27,000 (Leeds). Salary is reviewed in May 

each year. 

 

Bonus 2020 Bonuses are payable when paralegals meet a mixture of 

chargeable hours and investment time targets and who are 

graded at least “Meeting/Exceeding Standards” at appraisal. 

 

Hours 37.5 working hours per week which may be worked flexibly 

between the hours of 9am to 6pm Monday to Friday.  

 

Holidays 25 days plus Public Holidays (with (normally 3) days to be 

reserved for use during Christmas/New Year office closures). 

 

Life Assurance 4 x salary. 

 

Private Medical 

Insurance 

For the paralegal, partner/spouse and children up to age 24 

(subject to criteria). Premium paid by the firm, you pay the tax. 

 

Dental Insurance As for PMI above. 

 

Income Protection 75% salary (taxable on receipt of benefit). Firm pays the 

premium. 

 

Pension Scheme Stewarts Law Group Pension Fund where the firm contributes 4% 

of salary when the member of staff matches that contribution 

through a salary exchange (sacrifice) arrangement.   

 

Employee Assistance 

Programme 

Confidential helpline service offering 24/7 expert telephone and 

on-line advice, invaluable information, specialist counselling and 

support paid for by the firm and free to all staff members and 

partners.   

 

Season Ticket Loan After 3 months employment. 

 

Netball team, football team, running club, singing club and various other charitable and 

social events. 

 

 

mailto:careers@stewartslaw.com


Stewarts is almost unique in the way that administrative support is provided to qualified 

solicitors. We employ paralegals to work on a one-to-one basis with the partners, senior 

solicitors and associates. We do not employ secretaries but we do have a good team of word 

processing operators and general office assistants on hand. 

 

The paralegal role consists largely of administrative tasks, however, paralegals do have 

chargeable hours’ targets (525 hours per annum) which means that they undertake fee 

earning work as well.   

 

Typical tasks carried out by a paralegal include: 

 

 General administration including filing, photocopying, message taking and diary 

arrangements 

 Producing basic correspondence 

 Undertaking legal research 

 Taking statements from clients and witnesses 

 Assisting in the preparation of instructions to counsel 

 Preparing schedules of documents 

 Making searches 

 Preparing draft orders 

 Proof reading, marking up and amending pleadings 

 Maintaining cost files, claims and arranging payments of disbursements 

 Assisting in the preparation of 6 monthly cost letters 

 Undertaking other ad hoc duties 

 
 

Opportunities to progress 

 

 e: Paralegals who have been with the firm for more than 12 months, reach their chargeable 

hours targets and achieve at least a ‘Meeting/Exceeding Standards’ appraisal grade can 

apply for senior paralegal status (which attracts an additional £3,000 on the standard salary 

and an enhanced bonus of £2,000). 
 

 

Training Contracts 

 

The firm recruits 4-6 trainees each year from the internal paralegal pool. Recruitment starts 

in May for September start dates.   

 


