	Job description	


Job title: Paralegal- Family and immigration
Company: Martyn Prowell Gartsides
Location: Hybrid and Cardiff offices
Salary: £28,000 plus benefits
Contract type: Full time, Permanent.

About us:
We are a forward thinking and client centric law firm with a strong background in family and immigration law. Our team is dedicated to supporting indiividuals and families during some of the most challenging times in their lives. We pride ourselves on delivering high-quality legal advice with compassion, efficiency and integrity.
The role:
We are looking for fir a proactive and empathetic paralegal to support our family and immigration departments. This role is ideal for someone who is passionate about social justice and has a genuine interest in helping vulnerable clients navigate complex legal issues.
Key responsibilities:
· Manage a caseload under supervision or with autonomy, depending on experience
· Support senior solicitor and team leads with complx caseload and strategic initiatives.
· Drafting legal documents such as divorce petitions, witness statements, immigration applications and legal correspondence.
· Conducting legal research relevant to family and immigration case loaw.
· Preparing and organising court bundles and home office submissions.
· Liaising with courts, tribunals and external agencies (i.e. social services and home office.
· Attending client meetings and assisting with case preparations.
· Maintaining accurate and up to date client files using case management systems.
· Supporting solicitors with urgent applications, hearings and case progression.
Requirements:
· Recognised law degree or completed LPC (Legal Practice Course) or SQE1 (Solicitors Qualifying Examination, Part 1).
· Previous experience or a strong interest in family and immigration law.
· Excellent written and verbal communication skills
· Excellent organisational skills and a strong attention to detail.
· Ability to manage time effectively work under pressure and meet deadlines.
· Team player with a proactive and client focused approach
· Ability to handle sensitive and confidential matters professional.
· Strong IT skills and familiarity with Microsoft offices and legal databases.
· Knowledge of legal aid processes and funding criteria
What we offer:
· Supportive team environment with ongoing training and development.
· Flexible and hybrid working options
· Generous benefits package including private medical, pension and wellbeing support
· Career progression and professional development opportunities
How to apply:
Please submit your cv and covering letter explaining your suitability for the role. Applications should be sent to shanaya.kareem786@gmail.com
Equal opportunity employer
Martyn Prowell Gartsides is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.
Kelly Harrington
Cardiff
Email: 2432981@student.uwtsd.ac.uk
Phone: 07487330894

Personal Statement
Qualified Solicitor in England and Wales with strong experience in civil litigation, client advisory work, and regulatory compliance. Completed the LPC at Cardiff University with a focus on practical legal training. A dedicated legal professional with the ability to manage caseloads independently and collaborate effectively in team settings. Currently seeking to contribute legal expertise to a dynamic and forward-thinking legal team.

Professional Experience
Civil Litigation Solicitor
Legal Solutions LLP, Cardiff
May 2015 – Present
· Independently manage a caseload of civil and family litigation matters from instruction to resolution
· Draft legal documents including witness statements, pleadings, and settlement agreements
· Represent clients in court hearings and settlement conferences
· Conduct legal research to support case arguments and ensure compliance with CPR rules
· Mentor junior solicitors and contribute to internal compliance training
Legal Advisor
Community Law Advice Centre, Cardiff
July 2010 – April 2015
· Provided legal advice to vulnerable clients on housing, family, and immigration issues
· Assisted with tribunal preparation and representation
· Supported mediation processes and settlement negotiations
· Delivered public legal education workshops on tenant rights and domestic issues
Paralegal – Civil Litigation Team
Gray & Co. Solicitors, Cardiff
August 2006 – June 2010
· Assisted solicitors with document preparation, file management, and court bundle compilation
· Attended client meetings and took instructions
· Drafted correspondence and initial pleadings under supervision
· Managed administrative aspects of the litigation process including diary management

Education
Legal Practice Course (LPC)
Cardiff University, School of Law and Politics – Completed 2002
· Core Modules: Civil Litigation, Criminal Litigation, Property Law and Practice, Business Law and Practice
· Electives: Immigration Law, Family Law, Personal Injury Law
LLB (Hons) Law
Cardiff University, School of Law and Politics – Graduated 1997
· Dissertation: “The Evolving Role of the Family Courts in Balancing Parental Rights and the Welfare of the Child”
· Active in mooting competitions and volunteer at Cardiff Law Clinic

Professional Qualifications
· Qualified Solicitor in England and Wales
· Legal Practice Course (LPC) – Cardiff University, 2002
· LLB (Hons) Law – Cardiff University, 1997
· Familiar with SRA Code of Conduct and compliance standards
· Experienced in CPR rules, pre-action protocols, ADR, and litigation lifecycle
· Skilled in legal drafting, file management, and client service

Key Skills
· Civil Litigation & Dispute Resolution
· Legal Drafting
· Legal Research & Case Preparation
· Court & Mediation Attendance
· Regulatory Compliance
· Client Relationship Management
· Team Collaboration

Additional Information
· Right to work in the UK
· References available upon request



Kelly Harrington
Cardiff
2432981@student.uwtsd.ac.uk
07487330894
03/07/2025
Hiring Manager 
Martyn Prowell Gartsides
Cardiff
Dear Hiring Manager 
I am writing to express my interest in the paralegal- family and immigration role at Martyn Prowell Gartsides. 
As a qualified solicitor with over a decade of legal experience including significant exposure to both family and immigration matters. I bring a wealth of practical expertise, a compassionate approach and a strong commitment to delivering client focused legal support.
In my current role at legal solutions LLP, I manage a diverse caseload involving both civil and family litigation. My work routinely includes drafting legal documents such as witness statements and settlement agreements, representing clients in court and mentoring junior team members. My earlier experience at the community law advice centre provided me with invaluable insights into supporting vulnerable clients with family and immigration concerns, including tribunal advocacy and mediation support. These experiences have sharpened both my legal knowledge and my interpersonal skills and qualities. I see r4elfected in your firm’s commitment to compassionate, high quality legal service. 
My academic background includes completion of my legal practice course at Cardiff university with elective specialism in immigration law and family law. This foundation coupled with my practical experience and ongoing dedication to client advocacy makes me confident in my ability to contribute meaningfully to your team. I am proficient in managing complex files preparing court bundles and home office submissions and using case management systems effectively.
I am particularly drawn to Martyn Prowell Gartsides reputation for integrity, inclusivity and innovative legal practice. The opportunity to work in a hybrid environment with supporting families and individual through challenging times aligns perfectly with both my professional values and long-term career aspirations. 
Thank you for considering my application. I would welcome the opportunity to discuss how my background and experience can contribute to your team. I am available for interview at your earliest convenience.

Yours sincerely,


Kelly Harrington

