
Purpose 
 
BDBF is an entrepreneurial and thriving law firm that has, within its 6.5 year existence become a 

leader in its field in advising senior executives and advising businesses on disputes involving 

employment law. 
 

The Practice Manager is the firm’s operational backbone. The role requires a demandingly 

diverse mix of skills ranging from people management and marketing to finance, facilities and 

administration. Responsible for the seamless daily running of the practice, this is a roll-up-your-

sleeves, autonomous yet collaborative role that requires commercial awareness, initiative and 
excellent co-ordination and communication skills. 

Key skills 

You will need to: 

 be adept at leading and motivating a practice team and have the gravitas to support 

clients, and resonance to strategise with the partners. 

 form strong relationships with suppliers. 

 consistently demonstrate integrity and professionalism whilst avoiding over formality 

 be adaptable, implement decisions at pace and minimise bureaucracy. 

 have a calm demeanour,  be self assured and demonstrate emotional intelligence. 

 maintain strict confidentiality and be discrete. 

Essential Experience 

 at least 10 years practice management/ senior administration experience in law firms or a 

combination of law firms and commercial organisations. 

 knowledge of the Solicitors Accounts Rules and implementation in practice.  

 experience of procurement, negotiating contracts and obtaining quality and best value. 

 understanding management accounts, billing, client and office account reconciliation and 

debt recovery. 

 specific knowledge of legal IT systems and case management systems. 

 Law Society and SRA compliance. 

 implementing technological solutions and being technology literate. 

 knowledge of law firm governance. 

Terms of employment 

 The salary for the Practice Manager will be £60,000-£65,000 dependent upon 

experience and track record of proven delivery. 

 This is a permanent, full-time role working 5 days a week in the firm’s City of London 

office. 

 The role will be subject to a 3 month probationary period. 



 Normal office hours are between 9.30 am and 5.30 pm. There will be some out of hours 

working for events and projects. 

 Annual holiday entitlement is 25 days. 

 Pension, private medical insurance, and other employment benefits 

 

To apply, please send a CV and covering letter to arpitadutt@bdbf.co.uk 
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