Firm/Company Name: Feldman Shepherd W| Website: www.feldmanshepherd.com

Job Title: . o Work Option: [i.e.: onsite, hybrid, remote, etc.]
Law Firm Administratc Onsite

Department/Group: Posted By: Gilbert J. Marquez

Location: Philadelphia, PA Travel: Little to none

Salary Range: TBD Position Type: li.e.: full-time, part-time, etc.]

Full-time
HR Contact: Gilbert J. Marquez Date posted: 02/28/2024

How to Apply: (Fax,

Email, Mail, Link, etc.):

Please email your resume and cover letter to gmarquez@feldmanshepherd.com.

More information can be found here: https://feldmanshepherd.com/law-firm-office-administrator/

Job Description

Brief Summary:

Duties:

Skills/qualifications:

Feldman Shepherd's Law Flrm Administrator supports the firm's attorneys and staff by
creating and nuturing an environment that allows us to deliver the best possible results for
our clients.

Recruiting, hiring, on- and offboarding, and managing all non-lawyer administrative and
support personnel, salary and benefits administration for all personnel.

Analyzing, purchasing, coordinating, and maintaining all liability coverages (professional,
CGL, WC, excess, etc.) and group benefits (health, life, and disability) in compliance with
regulations.

Managing and supervising the firm’ s technical resources, including the business
relationships with the firm's IT services providers and legal software providers.

Collaborating with the firms marketing staff to provide opportunities and platforms for
business development and enhanced firm visibility. Oversee social media posts.
Bachelor's degree required, with a major in Human Resources, Management, Business
Administration or Technology.

Minimum of 6-8 years of leadership experience in a senior management position at a law
firm.

Excellent verbal and written communication skills.

Willing to offer full, frank, and honest opinions and feedback.
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Minimum of 6-8 years of leadership experience in a senior management position at a law firm. 



Excellent verbal and written communication skills. 



Willing to offer full, frank, and honest opinions and feedback. 



Will work effectively with all members of the firm.



Motivated by a strong drive to see all the firm's members succeed. 



Excellent problem-solving skills. 



Comfortable working with highly motivated professionals. 



Ability to preserve, protect, and defend an organization’s culture and reputation. 



Proven ability to manage; strong management/leadership skills. 



Advanced understanding of office management practices including knowledge of and experience with HR, information systems and project management. 



Strong understanding of law firm procedures and requirements. 



Proficient in Microsoft Office applications; ability to learn other applications as needed. 



High level of confidentiality.



Ability to multi-task and plan.



A self-starter with the ability to think outside of the box" and work independently.



Strong attention to detail.



Strong organizational skills. 


	Duties: Recruiting, hiring, on- and offboarding, and managing all non-lawyer administrative and support personnel, salary and benefits administration for all personnel. 



Analyzing, purchasing, coordinating, and maintaining all liability coverages (professional, CGL, WC, excess, etc.) and group benefits (health, life, and disability) in compliance with regulations.



Managing and supervising the firm’s technical resources, including the business relationships with the firm's IT services providers and legal software providers.



Collaborating with the firms marketing staff to provide opportunities and platforms for business development and enhanced firm visibility. Oversee social media posts. 



Recommend and implement business processes and operations that allow the firm to manage growth and take advantage of new opportunities. 



Provide short- and long-term tactical and strategic planning suggestions to the Shareholders. 


	How to Apply: Please email your resume and cover letter to gmarquez@feldmanshepherd.com.



More information can be found here: https://feldmanshepherd.com/law-firm-office-administrator/


