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9 July 2015 
 
Dear Kerry  
 
City & Guilds Level 3 Advanced Technical Certificate for Legal Secretaries 
 
The Chartered Institute of Legal Executives (CILEx) is the professional association for Chartered Legal 
Executives, other legal practitioners and paralegals.  All CILEx members are independently regulated 
by CILEx Regulation and the role of CILEx is to enhance their position and standing and the unique 
and flexible route to obtaining legal qualifications to meet the requirements of the legal services 
sector. 
 
CILEx has worked closely with City & Guilds, representatives from CILEx accredited centres and legal 
services sector employers of learners who have completed the current Level 3 Certificate/Diploma 
for Legal Secretaries in the design and development of the proposed new Advanced Technical 
Certificate for Legal Secretaries. 
 
CILEx is also an awarding body regulated by the Office of Qualifications and Examinations Regulation 
(Ofqual) delivering the CILEx Level 3 and 6 Professional qualifications and CILEx Level 3 Advanced 
and Level 4 Higher Apprenticeships in Legal Services. 
 
CILEx wishes to support the following City & Guilds proposed qualification: 
 
City & Guilds Level 3 Advanced Technical Certificate for Legal Secretaries 
 
The Advanced Technical Certificate for Legal Secretaries qualification will provide a learner with an 
opportunity to gain skills and knowledge which may lead to employment in job roles including legal 
secretary, legal administrator, legal assistant or legal support assistant. 
 
 
  



 

 
 
 
 
 
 
The qualification has been developed to meet the needs of the legal services sector and therefore 
completion of the following six mandatory skills and knowledge units is required:- 
 
Legal text and audio processing 
Business Skills in the legal environment 
Working with others in the legal environment 
Proof reading in the legal environment 
The legal environment 
Legal Spreadsheets and Presentations 
 
The above units and final Rules of Combination support the skills and knowledge essential to a new 
employee in their role as a legal secretary, legal administrator, legal assistant or legal support 
assistant. 
 
CILEx believes that the skills and knowledge in the Advanced Technical Certificate for Legal 
Secretaries meet the needs of the legal sector and would give a young person an advantage when 
seeking employment as a legal secretary, legal administrator, legal assistant or legal support 
assistant in the legal services sector.  The qualification may also enable a learner to obtain 
employment as an assistant in other sectors including business and administration.  
 
Yours sincerely 

 
 
Alison Hollyer (Mrs) 
Qualifications Account Manager 
ahollyer@cilex.org.uk 
Tel: 0115 9234750 / 07837 508881 
 
 
 
 
 
 
 
 
 


