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CASE STUDY OF A PARALEGAL SECRETERY 
 
My name is Samantha Winterbourne and I work as a paralegel 
secretary for a law company in London.  This is a position I have held 
for eight years, prior to which I was a junior legal secretary in the 
same firm for four years 
 
I will always remember the excitement of passing my City & 
Guilds/CILEx Diploma and then being fortunate enough to gain 
employment in such a prestigous company.  My first experience of 
the company was when I underwent two week’s work experience 
here.  I thoroughly enjoyed it, loved the working enviroment, and 
knew from that moment that my heart was set on gaining a 
permanent position. 
 
The working day is always exceptionaly busy and for this reason the 
time passes quickly.  I leave home in Kent at 0730 hours and am 
working at my desk by 0830 hours.  My day finishes at 1700 hrs. 
 
I work in the civil littigation department (in employment law( and 
have always worked on the defence side.  My role mainly covers 
contract disputes and personal injury cases.  As a junior legal 
secretary my role involved a great deal of typing.  My typing speed 
certainly increased because of the vast quantities of typing I was 
expected to do.  As a paralegal secretary my job is far more varied 
than it used to be and involves carrying out investigations to assist my 
litigation lawyer in defence cases. 
 
In our office there is a litigation team which comprises three lawyers 
two paralegals and one secretary.  Fridays first task is to see what 
we need to get ready for the following week.  I like to be well 
organised and I am lucky in that my lawyers like to prepare their work 
in advance.  They draught any projects well before their deadlines so 
there is sufficient time to get things done properly and at a reasonably 
comfortable pace.  There is nothing worse than the drama of files 
having to be prepared at the last minute? 
 
Each day my work will consist of a variety of ongoing projects such 
as: 
 

· researching background information on oposing parties or 
past court cases, 

· updating file materials, 
· summarising records 
· drafting pleedings, 
· collating and identifying documents that are required in 

forthcoming cases. 
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I also have to spend time helping my collegues in the office.  It is 
important to work as a team at all times.  If anyone are struggling to 
complete work then we must all help.  This work could involve 
copying, binding or even preparing the mail for posting. 
 
What I like most about my job is the research and investigation that I 
have to carry out into the background facts of a case.  I find it really 
interesting to start with an issue and then to have to piece together 
the whole picture. 
 
Some paralegals do not like what we call ‘big document” cases.  
However, for me this is my second favorite part of the job.  I love to 
be trusted with such important files and I enjoy reading and 
organising it all. 
 
Sometimes the day can be challenging and I find that the biggest 
challenge of all is time.  There never seems to be enough of it!  When 
there are a lot of cases waiting for attention its’ essential not to skim 
over things to save time.  Every piece of paper must be read, 
understood and then responded to.   
 
The opportunities for paralegal secretaries are on the increase.  Many 
of my skills as a paralegal are transferrable and can be used in 
many ways.  The skills include research, investigation, case 
managment, filing and customer relations to name a few.  Of course 
a high standard of computer skills is essential.  In addition to word 
processing, spreadsheets, database and presentation skills, a sound 
knowledge of specialist software (such as case management) is 
required. 
 
One of the most unusual experiences I have had was when I 
volunteered to answer the telephone calls on a free ‘Legal Advise 
Day’.  People were able to call in and get advice on how to deal with 
a variety of legal problems.  As a paralegal my job was merely to 
forward the call to the volunteer fee earner who specialised in the 
relevant area of law.  However I had not anticipated the wide range 
of extrordinary requests for advice.  It was certainly an interesting 
day. 
 
I wouldnt change my job for the world and highly recommend it as a 
rewarding and stimulating career. 
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